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INTBODUCTIOK. 


liANGUAGE   AKB   GRAMMAB. 

1«  IjBJiguage  in  General. — In  its  widest  sense,  the 
word  language  includes  every  means  by  which  thought  or 
feeling  may  be  made  known.  Thus,  we  speak  of  the 
**  various  language  **  of  nature  and  of  the  language  of  paint- 
ing, sculpture,  and  architecture.  Everything  in  nature,  as 
well  as  everything  that  bears  marks  of  the  thought  and  labor 
of  man,  speaks,  more  or  less  plainly,  a  language.  The  world 
is  full  of  inanimate  things  that  tell  of  human  hope  and  pur- 
pose and  struggle,  of  achievement  and  taste  and  refinement. 
Such  thought  and  feeling  as  the  lower  animals  are  capable 
of,  they  can,  more  or  less  intelligibly,  make  known. 

But  this  dumb  and  wordless  language  requires  no  gram- 
matical treatment,  for  it  makes  no  use  of  nouns  and  verbs, 
or  of  words  and  sentences.  It  is  the  language  of  man  alone 
that  is  governed  by  laws,  and  is,  therefore,  capable  of  being 
reduced  to  a  science. 

There  are  many  ways  in  which  man  may  make  his  thought 
known  to  others;  as,  for  example,  by  grimace,  gesture,  the 
sig^s  of  the  deaf  and  dumb,  symbols,  pictorial  writing,  and 
pictures.  But  better  than  any  or  all  of  these  are  oral  speech 
and  written  lan^^age.  It  is  chiefly  by  this  faculty  of  speech 
that  man  is  distinguished  from  the  lower  animals,  and  this 
faculty  is  so  far  above  the  power  of  expression  possessed  by 
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brutes  that  ip^by.  people  believe  human  language  to  have 
been  a  giitof'dUime  origin. 

!8,  0.rlfi:lh  of  the  Word  '' lianguage.'' — The  word 
^anffU^^is derived  from  the  Latin  word  lingua^  *  *the  tongue" ; 
ancfjfiince  this  is  the  chief  organ  used  in  speech,  the  word  for 
tongue  is  employed  in  many  languages  to  mean  oral  speech. 
In  the  early  history  of  our  race,  language  was  spoken,  but  not 
written.  With  the  advance  of  civilization  came  the  need  for 
some  form  of  language  more  lasting  than  mere  verbal  utter- 
ance. This  gave  rise  to  the  first  attempts  to  record  thought 
by  writing.  These,  we  are  told,  were  at  first  mere  symbols 
or  rude  pictures  so  arranged  as  to  have  a  meaning  tnore  or 
less  plain,  and  traces  of  these  pictures  are  said  to  remain  in 
the  letters  of  our  own  alphabet.  Thus,  it  is  now  believed 
that  our  letter  A  has  taken  its  present  form  from  the  repre- 
sentation of  an  eagle  by  the  ancient  Egyptians,  B  from  that 
of  a  cranCy  C  from  the  picture  of  a  throne ^  etc. 

The  term  language  denoted  at  first  only  spoken  thought, 
but  its  meaning  was  extended  as  explained  above.  But,  for 
grammatical  science,  the  only  kinds  of  language  considered 
are  spoken  and  written. 

Deflnltlon. — liangruagre,  as  treated  in  grafmnar,  is  the 
body  of  uttered  and  written  signs  employed  by  men  to  express 
and  communicate  their  thoughts. 

3.  lilvins:  Ijansruagres. — As  has  been  stated,  written 
language  was  an  outgrowth  from  mere  speech;  and  each 
language,  both  spoken  and  written,  continues  to  grow  and 
to  improve  as  long  as  the  people  using  it  maintain  their 
national  existence.  Discovery,  invention,  and  change  of 
every  kind  are  constantly  bringing  many  things  never  before 
heard  of — new  articles  of  manufacture,  new  processes,  new 
wants  and  tastes  and  arts  and  sciences.  These  require  exact 
expression,  and  many  new  words  must  be  devised.  On  the 
other  hand,  old  things  .pass  away,  and  the  words  that  named 
them  get  to  be  useless  and  are  no  longer  employed ;  that  is, 
they  become  obsolete.  So  rapid  is  this  process  of  change 
that  our  own  tongue  as  it  was  written  a  thousand  years  ago  is 
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as  difficult  to  us  now  as  the  Greek,  the.  Latin,  or  the  German. 
Letters  have  taken  on  new  forms,  words  have  changed  bolh 
in  their  form  and  their  meaning  or  have  passed  entirely  out 
of  use,  and  the  spelling  and  pronunciation  of  those  that 
remain  are  now  very  different  from  what  they  were  some 
hundreds  of  years  ago, 

A  language,  while  it  is  in  its  actual  use  and  is  undergoing 
these  additions,  losses,  and  changes,  is  said  to  be  a  living 
language. 


4.  Dead  T.ang:iiap:es. — It  has  often  happened  in  the 
history  of  the  world  that  entire  peoples  have  lost  their 
country  by  attack  from  without.  In  such  events,  they  have 
sometimes  been  driven  out  by  the  invaders,  reduced  to 
slavery,  and  gradually  destroyed  ;  or,  deprived  of  their 
political  powers  and  rights,  they  have  been  permitted  to 
remain  in  their  country,  and  by  a  slow  process  of  absorp- 
tion, have  merged  their  identity  as  a  people  into  that  of 
their  conquerors.  Many  examples  of  such  national  catas- 
trophes will  occur  to  the  student.  The  Roman  Empire  was 
destroyed  in  this  way  by  the  barbarian  ancestors  of  the  peo- 
ple that  now  inhabit  Northern  Europe.  The  Latin  language 
was  soon  no  longer  spoken  in  its  purity,  but  was  mixed  with 
the  speech  of  the  conquerors.  In  the  passing  of  the  cen- 
turies, there  were  thus  formed  what  are  known  ,as  the 
Romance  languages — the  Italian,  the  French,  the  Spanish, 
and  the  Portuguese.  All  that  remained  of  the  Latin  language 
was  what  was  found  in  the  books  that  had  been  written  in 
that  tongue  before  the  fall  of  the  Roman  Empire.  Many  of 
these  ha\-E  been  lost  duiing  the  long  period  since,  but  enough 
remain  to  show  that  these  people  had  the  richest  literature 
at  that  time  in  the  world. 

But,  however  great  has  been  the  change  wrought  upon  the 

I<atin  language  by  the  races  that  overthrew  the  people  of 

L  Rome,  many  of  the  books  written  by  great  authors  of  the 

[  ruined  nation  remained  unchanged.     These  still  give  us  in 

ritB  purity  the  wonderful  language  of  Rome — the  language  of 

jr  and  Tacitus,  of  Cicero  and  Ctesar,  of  Virgil  and  Ovid 
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and  Horace.  What  they  wrote  nearly  twenty  centuries  ago 
remains  today  exactly  as  they  wrote  it,  and  without  doubt  it 
will  be  studied  in  the  schools  for  thousands  of  years  to  come, 
in  the  precise  form  it  has  at  present.  In  other  words,  it  is  a 
dead  language.  Of  these  there  are  many,  and  all  of  them 
may,  like  the  Latin,  be  learned  by  scholafs,  and  the  books 
written  thousands  of  years  ago  may  be  read  and  understood 
as  well  as  we  read  and  understand  the  books  written  in  our 
own  language. 

GRAMMAR. 

5.  The  Province  of  Grammar. — In  order  to  under- 
stand a  language,  it  is  necessary  to  be  familiar  with  the 
forms  and  sounds  of  its  letters  and  with  their  various  com- 
binations into  words.  Of  these  words  we  must  know  the 
forms  that  are  generally  approved  by  the  best  authorities, 
how  they  are  pronounced,  and  what  they  mean  when  united 
in  sentences.  If,  in  consequence  of  being  used  in  various 
ways,  words  undergo  changes  in  form,  pronunciation, .  or 
meaning,  the  principles  and  laws  that  regulate  these  changes 
must  be  understood.  Besides  all  this,  it  is  necessary  to  be 
familiar  with  the  origin  of  words,  with  the  elementary  parts 
that  compose  them,  and  with  the  meaning  of  these  parts 
alone  and  in  combination.  Then,  too,  when  words  are  asso- 
ciated in  sentences  to  express  thought,  the  person  that 
speaks  or  writes,  as  well  as  he  that  hears  or  reads,  must, 
in  order  to  understand  exactly  what  these  sentences  mean, 
be  acquainted  with  the  laws  that  regulate  the  order,  form, 
and  relations  of  the  words  in  such  combinations.  Besides  all 
this,  if  wc  would  choose  words  and  arrange  them  in  sentences 
that  shall  be  smooth  and  musical,  concise  and  forcible,  easily 
understood  and  in  accordance  with  the  best  usage,  there  are 
many  olher  things  with  which  we  must  be  perfectly  familiar. 
All  this  knowledge  and  much  more  make  up,  when  in  orderly 
arrangement,  the  science  oi  grammar.  Indeed,  this  subject 
includes  so  many  things,  that  a  short  and  comprehensive 
definition  of  grammar  is  perhaps  impossible.  One  of  the 
latest  definitions  of  grammar  is  as  follows: 
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Definition. — Grammar  is  the  science  that  treats  of  the 
principles  that  goner n  the  correct  use  of  language,  either  oral 
or  written. 

6.  Divisions  of  Grainmai*. — The  subject  of  graininar 

was  formerly  divided  into  four  general  heads — 

1.  Orthography:  the  graminar  of  letters,  spelling,  and 
pronunciation  {Orthoepy). 

%.  Etymology:  the  grammar  oi  words — their  origin,  his- 
tory, composition,  and  the  changes  or  modifications  in  form 
and  use  thai  they  undergo. 

3.  Syntax:  the  grammar  of  the  sentence — its  forms, 
varieties,  and  the  dependence  and  relation  among  themselves 
of  the  parts  that  compose  the  sentence,  as  weH  as  the 
arrangement  of  those  parts. 

4.  Prosody:  the  grammar  of  verse,  including  everj-thing 
relating  to  metrical  compo.sition. 

7.  iJiter  Divisions  of  Grammar. — The  fourfold  divi- 
sion of  the  subject  matter  of  grammar  has  been  omitted 
from  nearly  all  late  textbooks  on  this  science.  Everything 
included  under  the  subject  of  orthography  is  treated  in  the 
spelling  books,  the  works  on  phonics,  and  the  dictionaries. 
In  like  manner,  prosody  has  found  a  place  in  the  works  on 
rhetoric;  and  thus  nothing  besides  etymology  and  syntax 
has  been  left  for  the  textbooks  on  grammar.  Even  these 
two  subjects  have  been  more  or  less  separated,  or  have  been 
treated  only  in  part,  and  various  kinds  of  exercises  in  lan- 
guage and  composition  have  displaced  them.  But  the  latest 
and  best  manuals  on  grammar  have  shown  a  tendency  to 
make  prominent  the  grammar  of  words  and  the  grammar  of 
sentences,  or  in  other  words  etymology  and  syntax. 

In  this  work,  therefore,  the  main  considerations  will  be 
the  grammar  of  jccrtj'j  and  the  grammar  of  sentences,  inchi-. 
ding  such  principles  as  are  necessary  in  giving  to  the  sentence 
its  approved  form  and  in  properly  dividing  it  into  its  con- 
stituent parts.  Many  exercises  intended  to  'impress  these 
principles  on  the  mind  of  the  student  will  be  found  through- 
out the  book.     The  aim  will  be  to  present  such  a  treatment 
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of  grammar,  without  unnecessary  technical  difficulties,  as  will 
have  the  greatest  possible  practical  value  in  the  affairs  of  busi- 
ness and  in  the  general  activities  of  life.  It  is  intended 
to  adapt  the  work  for  the  attainment  of  the  two  recognized 
objects  of  a  study — mental  discipline  and  practical  useful- 
ness.  When  both  of  these  ends  cannot  be  realized  at  the 
same  time,  the  question  of  usefulness  will  be  given  the  pre- 
cedence rather  than  that  of  discipline.  It  is  doubtful,  how- 
ever, whether  the  development  and  cultivation  of  aptitudes 
for  usefulness  and  practical  efficiency  do  not  at  the  same 
time  yield  very  valuable  mental  discipline.  It  is  certain  that 
the  mind  must  direct  the  body  and  cooperate  with  it  in  every 
voluntary  physical  act,  and  that  difficult  and  complicated 
action  of  the  physical  powers  necessitates  a  high  order  of 
mental  training. 

8.  Unit  ofTlioufirlit  In  Grammar. — Every  subject  has 
some  central  point  of  interest — some  object  or  matter  of  con- 
sideration that  is  of  higher  importance  than  any  other  and 
to  which  everything  else  is  secondary.  Thus,  in  orthography 
the  word  is  the  central  idea,  in  geography  it  is  ma7i — where 
he  is,  his  surroundings,  his  wants  and  how  they  are  supplied; 
everything  belonging  to  the  science  gets  its  importance 
from  its  relation  to  the  central  figure,  man.  So  in  grammar 
there  must  be  some  leading  idea  or  **unit  *'  of  greatest  inter- 
est and  importance.     What  is  it  ?     Let  us  consider. 

In  orthography  and  etymology  it  is  the  word  that  fixes  the 
attention.  But  these  are  divisions  of  grammar  that  are  only 
preparatory  to  the  study  of  a  very  much  more  important 
branch  of  the  subject — syntax,  the  science  of  the  sentence. 
Grammar  deals  primarily  with  thought  and  the  forms  in 
which  thought  is  expressed  by  speech  and  writing.  It  is 
true  that  words  are  necessary  to  the  expression  of  thought; 
but  about  words  there  is  nothing  fixed  or  constant.  The 
words  we  use.have  been  divided  into  classes,  and  although 
there  are  in  the  English  language  nearly  or  quite  250,000 
words,  they  have  all  been  placed  in  eight  classes.  Now, 
there  are  many  thousands  of  words  that  cannot  be  classified 
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until  it  is  ascertained  what  duty  or  function  they  perform  in 

a  sentence.     Thus,  the  word  fish  may  be  used  as  the  name 

of  something;    it  may  denote  an  action;   it  may  describe 

something.     In  its  first  use,  it  belongs  in  the  class  of  nouns; 

in  the  second,  it  is  a  verb;  in  its  third,  it  is  an  adjective. 

These  uses  are  shown  in  the  following  sentences: 

As  a  Noun — Fish  breathe  by  means  of  gills. 

As  a  Verb — The  hoys  Jish  in  the  river. 

As  an  Adjective — To  use  a.Jis/i  weir  is  forbidden  by  law. 

It  appears,  then,  that  words  cannot  be  grouped  in  classes 
or  studied  in  relation  to  one  another  until  they  take  their 
places  in  sentences.  It  is  in  the  sentence,  therefore,  where 
words  perform  the  functions  for  which  they  were  devised  ; 
it  is  in  the  sentence  that  they  have  their  usefulness,  their 
interest,  and  their  full  significance.  They  are  the  materials 
of  which  men  construct  the  wonderful  edifice  of  expressed 
thought.  Their  other  uses  are  of  much  less  importance, 
except  perhaps  the  study  of  their  origin,  histor}%  and 
composition. 

The  sentence  is,  therefore,  the  unit  of  thought  i?i  grammar. 

9.  The  Domain  of  Grammar. — The  principal  function 
of  grammar,  therefore,  is  to  investigate  the  sentence.  This 
includes  the  consideration  of  its  nature,  varieties,  forms,  the 
parts  of  which  it  is  made  up,  the  relations  of  these  parts  to 
one  another,  and  the  laws  and  principles  by  which  the  cor- 
rect forms  of  sentences  are  regulated.  When  sentences  are 
combined  we  have  the  many  varieties  of  composition  in  prose 
and  poetry.  The  various  questions  arising  with  reference 
to  the  best  possible  construction  of  these  are  discussed  in 
other  and  higher  branches  of  grammar,  such  as  Composition, 
Rhetoric,  Philology,  and  Linguistics  in  general. 

The  student  will  carefully  note  that,  in  the  narrow  sense 
in  which  the  word  grammar  is  here  employed,  it  consists 
mainly  in  the  science  of  the  sentence  and  of  the  words  that 
enter  into  its  structure.  He  should  remember  that  in  this 
science  the  all-important  matter  is  the  sentence,  and  that 
around  it  as  a  center  everything  else  clusters. 
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THE  SENTENCE. 


CI/ASSIFICATION   ACCORDING   TO   USE. 

10.  The  Aprangrement  of  Words. — There  are  two 
ways  in  which  words  may  be  arranged  : 

1.  Independently^  or  out  of  relation  to  one  another. 

2.  Dependently^  or  in  relation  to  one  another. 

Thus,  we  may  utter  or  write  a  number  of  words  so  that 
they  shall  convey  no  thought: 

the  the  of  in  its  lays  some  nest  bird  cuckoo  other  one  Q^'g. 

Here,  whatever  meaning  the  words  may  have  separately, 
they  are  all  used  independently,  just  as  much  so  as  a  column  of 
words  in  a  spelling  book.  They  are  entirely  otit  of  relation; 
that  is,  the  meaning  of  no  word  has  any  influence  upon  that  of 
any  other.    They  do  not  help  one  another  to  express  a  thought. 

Let  us  now  place  them  in  relation;  that  is,  so  that  each 
one  shall  do  its  share  in  expressing  a  thought — in  making 
known  some  truth : 

The  cuckoo  lays  its  one  egg  in  the  nest  of  some  other  bird. 

The  words  used  here  are  the  same  as  those  above,  but  the 
result  is  different.  The  words  are  now  in  relation,  and  they 
have  a  meaning,  not  only  individually,  but  collectively. 
They  are  joined  in  such  way  as  to  express  a  thojig/it,  and  the 
thought  is  complete.  We  sec  then  that  words  arc  arranged  in 
relation  when  by  their  union  they  help  one  another  to  express 
some  meaning  different  from  any  of  the  meanings  expressed 
by  the  words  when  taken  separately. 

11.  Sentence  Deflnod. — A  word  is  usually  defined  as 
the  sign  of  an  idea.  Thus,  the  word  boy  calls  up  in  the  mind 
a  mental  image  or  representation  of  a  particular  kind  of  object, 
and  the  word  walks  a  mental  picture  of  an  action  performed 
by  something  that  acts.  These  mind  ]ncturcs  considered 
separately  are  ideas.  But  when  we  brin^  two  or  more  ideas 
into  proper  relation,  we  have  a  thought,   provided  certain 
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essential  elements  are  present ;  and  when,  either  by  speech 
or  in  writing,  wt^  properly  join  the  words  that  call  up  these 
ideas,  the  result  is  a  sfnteNc^.  Hence,  it  appears  that  a 
sentence  does  for  a  thought  just  what  a  wont  does  for  an 
idea.-  that  is  to  say,  if  a  spoken  or  a  written  word  is  the  sign 
of  an  idea,  a  spoken  or  written  sentence  is  the  sign  of  a 
thought.     We  have,  therefore,  the  following 

Dtiflnltlou.— yl  sentence  is  a  collection  of  uttered  or  writ- 
ten words  arranged  in  such  order  or  relation  as  to  express  a 
complete  thought. 

The  boy  walks.  A  fish  can  swim.  "When  will  he  return  ?  Be  very 
carefuL     How  quickly  the  years  pass  away. 

13.  Words  Implied  or  Understood. — Sentences  some- 
times seem  to  consist  of  but  one  word;  as,  Look.  Come. 
The  student  will  observe  that  these  words  express  action. 
Kow,  it  is  clear  that  every  such  word  requires  us  to  think  of 
an  actor,  although  the  word  denoting  the  actor  is  not 
expressed.  Words  that  are  thus  necessary  to  the  complete- 
ness of  a  thought,  but  are  not  expressed,  are  said  to  be 
understood.  If,  in  the  one-word  sentences  just  given,  every 
necessary  word  were  expressed,  the  sentences  would  be 
{ You)  look.     ( You)  come. 

In  order,  therefore,  that  a  sentence  may  express  a  com- 
plete thought,  it  must  consist  of  words  arranged  in  proper 
relation;  and  that  this  shall  be  possible,  at  least  fu'O  words 
are  required.  Of  these  two  words,  one  may  be  understood, 
but  it  must  be  clearly  implied. 

13.     Different  Uses  or  Functions  of  Sentences.— In 

the  communication  of  thought  among  men,  there  are  only 
three  different  uses  or  purposes  that  are  served  by  sentences: 

1.  To  Make  a  Statement  or  Declaration. — If  a  person  has 
some  knowledge  or  information  that  he  wishes  to  convey  to 
Others,  that  is,  if  he  wishes  lo  tell  something,  he  makes  use 
of  a  form. of  sentence  called  a  statement  or  declaration. 

The  earth  is  a  spliere. 

An  honorable  bny  is  likely  to  become  an  honorable  man. 

We  BhaU  visit  the  city  during  the  holidays. 
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2.  To  Ask  a  Question, — A  person  may  desire  some  infor- 
mation that  he  believes  another  person  can  furnish.  In  order 
to  obtain  it,  he  employs  a  form  of  sentence  called  a  question. 

Is  the  earth  a  sphere  ? 

Is  an  honorable  boy  likely  to  become  an  honorable  man  ? 

Will  you  visit  the  city  during  the  holidays  ? 

3.  To  Express  a  Command  or  an  Earnest  Wish  or 
Entreaty. — A  person  may  wish  to  impose  his  will  on  others, 
or  to  have  it  known  that  he  has  a  strong  desire  that  something 
shall  or  shall  not  be  or  be  done.  To  accomplish  this  object 
he  expresses  his  thought  so  as  to  indicate  that  it  is  a  com- 
mand or  a  wish. 

Study  your  lessons. 

Do  not  abandon  me  here  to  my  enemies. 

Would  that  tomorrow  were  come. 

Sentences,  then,  may  be  used  to  declare  or  tell^  to  i^iquire 
or  question^  and  to  command  or  entreat. 

14.  Sentences  Defined  With  Respect  to  Use. — The 

fact  that  there  are  three  ways  in  which  sentences  are  used 
has  led  grammarians  to  divide  sentences  with  respect  to  use 
into  three  great  classes: 

Beflnltlon. — A  declarative  sentence  is  a  sentence  used 
to  declare  or  tell  somethifig. 

Definition. — An  Interrogfatlvo  sentence  is  a  sentence 
used  to  ask  a  qtiestion. 

Definition. — A71  Imperative'  sentence  is  a  sentence  used 
to  express  a  command^  a  wish^  or  an  earnest  entreaty. 

15.  Exclamatory  Sentences. — The  thought  expressed 
in  sentences  may  be  so  mingled  with  strong  feeling  and  emo- 
tions of  every  kind  as  to  give  the  sentences  an  appearance  of 
serving  an  entirely  different  use  from  those  described  above. 
Thus,  a  person  may  make  a  statement,  ask  a  question,  or 
express  a  command  under  the  influence  of  such  earnestness, 
anger,  sorrow,  or  other  emotion  that  the  sentence  becomes 
an  exclamation,     feut  utterance  accompanied  by  feeling  does 
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not  change  a  statement,  a  question,  or  a  command  into  some- 
thing else,  for  the  emotion  affects  the  sentence  only  in  the 
manner  of  utterance.  The  use  made  of  the  sentence  is  still 
the  same. 

Some  grammarians,  however,  have  divided  sentences  with 
respect  to  their  use  into  four  kinds — the  fourth  being  the 
exclamatory  sentence.  Others  have  given  them  double 
names;  as,  exclarptatory -declarative^  exclamatory -interroga- 
tive^ and  exclamatory-imperative.  Others  again  have  taken 
no  account  of  the  feeling  expressed,  and  have  classified  sen- 
tences only  as  expressing  thought. 

This  last  is  clearly  the  best;  for  a  sentence  shows  feeling 
not  so  much  by  the  words  composing  it  as  by  the  manner  in 
which  they  are  uttered.  But  this  is  something  dependent 
entirely  on  circumstances.  A  printed  sentence  becomes 
exclamatory  only  when  the  manner  and  tones  of  the  person 
that  reads  it  betray  emotion.  Moreover,  there  is  nothing 
constant  about  the  extent  or  degree  in  which  this  exclam- 
atory quality  of  sentences  is  indicated  by  the  manner  of 
utterance.  For  example,  every  variety  of  excitement  may 
be  shown  in  speaking  such  sentences  as  the  following: 

The  Kremlin  is  on  fire,  sire. 

Do  you  imagine  that  I  will  submit  to  such  extortion  ? 

Leave  the  city  and  the  country  at  once. 

But  in  whatever  manner  these  sentences  are  uttered,  they 
are  still  respectively  a  stateme^it^  a  question^  and  a  command. 

16.  Sentences  of  Mixed  Form. — It  must  not  be  imder- 
stood  that  every  sentence  has  one  of  these  three  forms,  for 
such  is  not  the  fact.  Any  two,  or  all  three,  of  these  funda- 
mental forms  may  be  combined  in  a  single  sentence.  Indeed, 
the  variety  of  sentential  structure  is  endless. 


,    ,        - .      ^  (  Tell  me,  ye  winged  winds  that  round  my  path- 

'  \     way  roar, 

r   .  ..  (  Do  ye  not  know  some  spot  where  mortals  weep 

Interrogative:  \        ^  ^  ^  ^ 

**  <      no  more  ? 

,    .         .  (  Give  me  a  lever  long  enough, 

'  i  And  a  prop  strong  enough, 

Declarative :  And,  single-handed,  I  can  move  the  world. 


12  GRAMMAR.  §  14 

When  several  complete  thoughts  are  thus  compounded,  it 
often  becomes  difficult  or 'even  impossible  to  classify  the 
resulting  sentence.  This,  however,  is  a  matter  of  little  prac- 
tical importance ;  and  the  fact  is  that  these  combined  forms 
are  not  of  very  frequent  occurrence.  If  the  central  or  leading 
use  of  such  a  sentence  is  to  make  a  statement  or  declaration, 
to  ask  a  question,  or  to  express  a  command,  the  entire  sen- 
tence may  accordingly  be  called  mixed-declarative^  etc.,  and 
the  nature  of  the  several  included  sentence  elements  may  be 
ignored.  Thus,  the  preceding  quotations  may  be  classified  as 
mixed-declarative y  mixed-inttrrogative^  and  mixed-impera- 
tive. Or,  if  it  is  deemed  important,  their  names  may  be 
compounded  so  as  to  indicate  their  elements  in  order.  For 
the  sentences  above,  we  should  have  imperative-interrogative 
and  imperative-declarative, 

17.  Concerning:  the  Punctuation  and  Capitaliza- 
tion of  Sentences. — A  sentence,  when  written,  is  not 
properly  and  in  full  sense  a  sentence  unless  it  is  correctly 
capitalized  and  punctuated.  In  other  words,  capitals  and 
marks  of  punctuation  are  elements  of  a  written  or  printed 
sentence,  and  are  just  as  essential  to  its  completeness  as  the 
words  that  compose  it. 

The  chief  uses  of  capitals  and  punctuation  marks  are  twe 
in  number: 

1.  To  separate  sentences  into  related  parts  and  from 
one  another  when  they  appear  together  in  succession, 

2.  To  make  the  meani^ig  easier  to  be  understood^  and  to 
avoid  ambiguity — double  or  uncertain  meaning. 

The  punctuation  now  used  was  unknown  to  the  ancients, 
and  their  letters  were  not  distinguished  as  small  letters  and 
capitals.  Their  writing  had  no  breaks  to  indicate  words. 
About  the  year  1500,  Aldus  Manutius,  a  printer  of  Venice, 
reduced  punctuation  and  capitalization  to  a  system  that  has 
since  undergone  but  little  change. 

18.  Punctuation  of  Thouiarht  and  Emotion  in  Sen- 
tences.— There  are  two  points  of  view  from  which  sentences 
may  be  punctuated : 
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1.  With  reference  only  to  the  thought  they  express. 

2.  With  reference  to  the  amount  of  emotion  to  be  shown 
in  their  utterance. 

It  has  already  been  remarked  (Art.  16)  that  the  emotion 
shown  in  uttering  a  sentence  depends  on  the  tones  and 
manner  of  the  speaker  or  reader.  These,  with  different  per- 
sons and  under  varying  circumstances,  are  never  the  same. 
It  would  seem  better,  therefore,  that  only  the  thought  should 
be  considered  in  punctuating  complete  sentences,  and  that 
the  feeling,  which  is  so  variable  and  inconstant,  should  be 
indicated  by  the  reader  as  he  may  deem  best.  This  method  ' 
is  in  accordance  with  a  growing  usage,  for  punctuation 
intended  to  denote  emotion  is  diminishing  year  by  year. 

Besides,  it  is  well  known  that  as  men  gain  in  culture  and 
refinement  the  emotional  coloring  gradually  becomes  less 
noticeable  in  their  speech  and  writing.  Savages,  children, 
and  uncultured  people  usually  deal  much  in  exclamations 
and  act  in  obedience  to  impulse  and  feeling.  Their  sen- 
tences are  interrupted  and  broken  by  the  impulsive  rush  of 
the  feelings,  and  their  thought,  if  written,  requires  to  be 
punctuated  with  many  exclamation  marks.  This  same  action 
of  emotion  has  led  to  the  condensation  of  complete  sentences 
into  single  words,  and  has  given  us  a  large  number  of  terms 
that  play  no  part  in  sentential  structure.  After  the  manner 
of  emotional  speech,  they  express  thought  very  vaguely  and 
indefinitely,  and  our  language  would  perhaps  be  better,  and, 
certainly,  more  intelligible,  if  their  number  were  much 
diminished. 

These  words,  when  they  appear  in  print,  usually  begin, 
as  complete  sentences  do,  with  capitals,  and  are  followed 
by  what  is  called  an  exclamation  mark  [!].  Some  exam- 
ples of  these  words  are:  Shame!  Alas!  Hark!  Pshaw! 
Hurrah  !    A  vaunt ! 

When  the  emotion  is  intended  to  be  particularly  strong 
two  or  more  marks  may  follow;  as,  Bravo  I  Bravo  1 1 
Glorious  !  !  ! 

Concerning  these  words,  which  grammarians  have  made 
into  a  class  called  interjections^  more  will  be  found  in  another 
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place.  It  IS  sufficient  to  say  here  that  the  careful  speaker 
and  writer  will  use  them  as  rarely  as  possible.  We  should 
aim  to  have  our  thoughts  as  clear  and  definite  as  possible, 
and  to  express  them  as  completely,  concisely,  and  exactly  as 
language  will  permit. 


SENTENTIAIi   EliEMENTS. 


SUBJECT  AND  PREDICATE. 

19.     A  Sentence  Must  Have  Trvo  Parts. — We  may  say 

of  nearly  everything  that  can  be  pictured  by  the  mind  that 

it  is  capable  of  being  or  doing  something  or  other ;  or  we 

may  deny  that  it  has  any  such  capacity  of  being  or  doing. 

Thus,  of  the  things  denoted  by  the  words  the  earth  and 

the  boy,  many  things  may  be  affirmed  and  denied. 

Is  round. 

turns  on  Its  axis.  r  is  not  studious. 

Is   the    abode   of  loved  his  teacher. 

man.  ^  ]  cannot  swim. 

Is  lig:hted  hy  the 

sun. 


The  earth  " 


will  not  come. 


the  earth 


These  are  declarative  sentences.  They  are  more  regular 
and  more  frequently  used  than  any  other  form  of  sentence. 
As  the  student  has  already  learned,  their  office  or  use  is  to 
state  or  declare — to  affirm  or  deny.  By  some  slight  and  easy 
changes  they  may  be  made  interrogative, 

round  ? 

turn  on  Its  axis  ? 
]  the  abode  of  man  ? 
[  lighted  by  the  sun  ? 

r  not  studious  ? 
...      J  love  his  teaclier  ? 
^y  1  not  swim  ? 
not  come  ? 

In  the  imperative  sentence,  words  are  used  in  such  way 
as  tQ  denote  that  some  person  or  thing  is  ordered  or  entreated 
to  do  or  be,  or  ?tof  to  do  or  be,  something  or  other. 

(You)  Bo  quiet.  (You)  Do  not  go.  (K^//)Give  the  poor 
fello>v  some  food. 
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In  each  of  these  sentences,  there  are  two  parts  the  work 
or  function  of  which  is  entirely  different.  The  first  part 
(denoted  by  Italic)  represents  something  that  is  capable  of 
being  or  doing  something  or  other;  the  second  part  (denoted 
by  heavier  type)  represents  this  possible  being  or  action.  As 
long  as  these  parts  stand  alone,  they  represent  only  ideas^  or 
groups  of  related  ideas  that  declare,  ask,  or  command  nothing 
completely;  but  when  they  are  properly  joined  they  express 
thoughts — they  are  sentences. 

The  first  of  these  parts,  when  used  in  a  sentence,  is  the 
subject  of  the  sentence;  the  second  part  is  \hQ predicate, 

20.     Definition    of   Subject    and    Predicate. — It    is 

extremely  difficult,  if  not  impossible,  to  give  a  perfect  defini- 
tion of  these  two  necessary  parts  of  every  sehtence.  The 
difficulty  comes  from  the  fact  that  there  arc  several  kinds  of 
sentences,  and  that  the  functions  of  the  subject  and  the 
predicate  are  not  the  same  in  all.  The  definitions  usually 
given  refer  only  to  the  declarative  sentence,  and  while,  in 
different  grammars,  they  are  nearly  all  slightly  different,  they 
are  in  substance  about  as  follows : 

Definition. —  The  subject  of  a  declarative  sentence  is  the 
word  or  words  denoting  that  of  which  something  is  affirmed 
or  denied. 

Definition. —  The  predicate  of  a  declarative  sefitence  is 
the  zuord  or  words  denoting  what  is  affirmed  or  denied  of 
that  which  the  subject  denotes. 

Although  it  is  not  easy  to  find  faultless  definitions  of  sub- 
ject and  predicate,  the  student  may  learn  to  recognize  them 
without  difficulty,  and  that,  after  all,  is  the  important  matter. 

The  subject  and  the  predicate  of  a  sentence  are  called  the 
principal  parts. 

31.  Exercise. — Mention  the  class  of  sentences  in  which  each  of 
the  following  belongs,  and  the  principal  parts  of  each : 

1.  Did  you  ever  see  the  king  of  the  cannibal  islands  ? 

2.  Beware  of  the  wine  cup. 

3.  Oliver  Wendell  Holmes  wrote  ''The  Guardian  Angel." 


16  GRAMMAR.  §14 

4.  How  beautiful  and  quiet  is  the  night 

5.  A  cat  lived  in  the  house  that  Jack  built. 

6.  Does  it  take  very  long  to  travel  around  the  world  ? 

7.  Strike  for  the  green  graves  of  your  sires. 

8.  Did  Plutarch  call  anger  a  brief  madness  ? 

9.  Should  the  spirit  of  mortal  be  proud  ? 

10.  Many  animal!^  pass  the  winter  without  food, 

11.  Bright  shone  the  light  over  fair  women  and  brave  men. 

12.  How  sweet  the  moonlight  sleeps  upon  this  bank. 

13.  Now  fades  the  glimmering  landscape  on  the  sight. 

14.  How  many  years  ago  did  the  Spaniards  take  possession  of 
Cuba  ? 

15.  A  single  acre  of  ground  may  be  worth  a  great  many  thousand 
dollars. 

2 2.     Exercise. — Make  ten  declarative  sentences  of  the  following, 
and  then  change  them  into  interrogative  sentences : 


Subjects, 

1.  Many  birds 

2.  Half  of  the  world 

3.  The  cottage  by  the  sea 

4.  Birds  of  a  feather 

5.  The  wind  that  profits  nobody 

6.  Not  all  truths 

7.  The  mills  of  the  gods 

8.  The  village  smithy 

9.  Only  the  brave 
10.  Each  man's  geese 


Predicates, 

are  all  swans.  -' 

has  never  blown. 

stands  under  a  spreading  chestnut 

tree, 
grind  very  slowly, 
deserve  the  fair, 
go  south  in  autumn, 
knows  not  how  the  other  half  lives, 
was  struck  by  lightning, 
will  gather  together, 
should  be  made  public. 


23.     Principal    Parts  Mwllfled   and    Unmodlfled. — 

The  subject  and  the  predicate  of  a  sentence  may  each  consist 
of  one  word  or  of  many  words;  but,  no  matter  how  many 
words  there  are  in  each,  there  is  nearly  always  one  word  that 
cannot  be  stricken  from  either  without  destroying  the  mean- 
ing of  the  entire  sentence.  These  two  parts,  that  cannot  be 
dispensed  with,  sometimes  consist  of  two  words  cach^  or  even 
of  more  than  tivo^  so  closely  associated  that  they  must  be 
taken  together. 

In  the  interrogative  sentence  the  subject  and  the  predicate 
are  still  present  and  evident,  but  their  arrangement  is  not 
the  same  as  in  the  declarative  sentence.  It  is  by  this  difiEer- 
ence  that  a  sentence  is  known  to  be  a  question. 
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Thus,  take  the  sentence, 

Early  this  morning  a  very  beautiful  bird  with  scarlet  plumage  sang 
sweetly  in  the  old  apple  tree  on  the  lawn. 

The  principal  parts  in  full  are, 

Subject, — a  very  beautiful  bird  with  scarlet  plumage. 

Predicate, — sang  early  this  morning  in  the  old  apple  tree 
on  the  lawn. 

Now,  whea  these  two  parts  are  reduced  to  the  simplest 
possible  forms — when  all  the  modifiers  of  each  are  omitted — 
the  sentence  will  stand, 

Bird  sang. 

Here  we  have  the  naked^  or  unmodijied  .s\xh]QCt  joined  to 
the  naked^  or  unmodified  predicate.  When  the  words  asso- 
ciated with  each  are  allowed  to  remain,  we  have  the  modified 
subject  and  the  modified  predicate. 

24.  Exercise. — In  each  of  the  following  sentences  the  naked 
subject  is  printed  in  Italic  and  the  naked  predicate  in  heavy  type. 
Mention  the  modifiers  of  subject  and  predicate  in  each  sentence. 

1.  Many  dark  clouds  of  threatening  appearance  rapidly  gather 
in  dense  masses  along  the  mountain. 

2.  Will  not  the  birds  that  delighted  us  return  with  the  spring- 
time ? 

3.  What  means  this  heaviness  that  hangs  upon  me  ? 

4.  Grim^visaged  ivar  hath  smoothed  his  wrinkled  front 

5.  How  does  the  water  come  down  at  Lodore  ? 

6.  Water  its  living  strength  first  shows, 

When  obstacles  its  course  oppose. 

7.  Nothing  except  a  battle  lost  can  be  half  so  melancholy  as  a 
battle  won. 

8.  In  the  deep  shadow  of  the  porch,  a  slender  ^/,«//w^ir^/ climbs 
like  an  airy  acrobat 

9.  The  doorstep  to  the  temple  of  wisdom  Is  a  knowledge  of  our 
own  ignorance. 

10.  Man's  inhumanity  to  man  makes  countless  thousands  mourn. 

11.  The  natural /?ar  of  children  Is  by  fearsome  tales  Increased. 

12.  Hb  that  fears  not  death  cares  nothing  for  danger. 

3o«  Exercise. — Mention  the  naked  and  the  modijied  subject'  and 
predicate  of  each  of  the  following  sentences: 

1.  In  this  place  ran  (jassius*  dagger  through. 

2.  A  lovelier  maiden  never  walked  the  earth. 

8L    The  rattling  crags  among  leaps  the  live  thunder. 
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4  Did  not  the  gentle  rain  refresh  the  thirsty  flowers  ? 

5.  The  evil  that  men  do  lives  after  them. 

6.  Why  did  Henry  Clay  fail  to  become  President  ? 

7.  Full  many  a  flower  is  bom  to  blush  unseen. 

8.  To  become  a  scholar  is  his  highest  ambition. 

0.     'Mid  pleasure  and  dissipation  do  not  waste  your  life. 
10.     Thus  conscience  doth  make  cowards  of  us  alL 

• 

It  will  be  observed  that,  when  each  of  the  foregoing"  sen- 
tences is  reduced  to  its  simplest  form,  the  central  or  funda- 
mental sense  of  the  sentence  is  expressed  by  the  naked 
subject  and  the  naked  predicate.  Thus,  in  Art.  24,  the 
thoughts  reduce  to  the  following: 

Clouds  MTiithor.  Will  birds  return?  Heaviness  means. 
War  hath  Hinoothod.    Does  water  come  ?    Etc. 

One  of  these  parts  names  something  that  is  capable  of 
Ikiing  or  doing  something;  the  other  expresses,  in  the  brief- 
est way,  what  in  each  case  is  or  is  done.  Grammarians  call 
ciich  of  these  two  indispensable  parts  of  a  sentence  by  differ- 
ent names.  Apart  from  all  other  words  of  the  sentence, 
they  are  the  naked,  or  unmodified,  or  grammatical  subject 
or  predicate,  as  the  case  may  be.  Taken  with  the  other 
words  of  the  sentence,  they  are  the  entire,  or  logical,  or 
modified  subject  or  predicate. 

In  this  work,  the  words  subject  and  predicate  will  mean  the 
naked,  or  unmodified  subject  and  predicate ;  modified  will 
be  prefixed  to  the  words  when  the  entire  subject  or  predicate 
is  meant. 

36.  Use  OP  Function  of  Modifiers. — The  words  modify^ 
modifier^  and  ^nodification  are  so  much  used  in  grammar 
that  the  student  should  understand  their  exact  meaning. 
These  terms  all  contain  the  Latin  word  modus ^  *  *  a  measure. " 
We  may  conclude,  then,  that  they  all  have  in  them  some 
idea  of  measuring,  as  grain  is  measured. 

When  we  hear  a  class  name  like  animal^  there  comes  to  us 
at  once  a  mental  picture  or  idea  of  a  vast  unmeasured  class. 
It  includes  every  creature,  dead  or  living,  or  yet  to  live. 
Now  join  to  the  name  a  meastuing  word — a  modifier — such 
h.'&  four 'footed.     Consider  what  has  happened  to  our  idea  or 


g  i4  GRAMMAR,  19 

mental  picture.  An  immense  number  of  animals  are  shut 
out,  and  our  class  is  much  smaller  and  more  definite.  We 
have  left  the  unmeasured,  and  are  moving  towards  an  exact 
meaning.  Let  us  add  another  modifier,  say  herbivorous. 
Again  our  class  is  reduced.  All  animals  that  eat  flesh  are 
shut  out  from  the  class  oi  four-footed  herbivorous  animals. 
And  so,  each  added  modifier  reduces  the  measure  of  the 
class,  and  we  may  continue  thus  until  the  animal  we  mean 
is  conceived  or  pictured  as  separated  from  every  other  in 
the  great  class  of  animals. 

Definition. — A  modifier  is  any  zvord  or  expression  used 
zvith  another  word  to  narrotu  its  application  and  to  denote  its 
meaning  more  exactly — to  reduce  or  lessen  the  measure  or 
extent  in  zvhich  its  sense  is  to  be  taken. 

Modifiers,  Modified  Word,  Modifiers, 


Red 

Large  red 
Large^  red^  sweet 
Very  large ^  red^  sweet 


apples 


for  cooking, 

from  a  tree  in  the  orchard, 
bought  in  the  market. 
^  that  you  gave  me  yesterday. 


Other  words  besides  class  names  may  take  modifiers. 
Thus,  with  grlad  or  sour  we  may  use  very^  extremely^ 
moderately^  ahvays,  too^  never ^  and  many  others. 

So,  also,  a  person  may  swim  well^  f^st,  sloivly^  in  the 
ocean^  up  stream^  for  life^  when  he  goes  to  the  seashore^  if 
the  day  is  pleasant,  etc. 

This  subject  will  be  more  fully  treated  when  we  come  to 
consider  those  parts  of  speech  the  function  of  which  is  to 
modify  the  meaning  of  other  elements. 


CI^SSES    OF   WORDS. 

27.  Formation  of  Word  Classes. — As  has  already 
been  stated  (Art.  8),  the  words  in  our  language  have  been 
divided  into  eight  classes  called  parts  of  speech.  In  what 
class  a  word  belongs  depends  entirely  on  the  use  that  is 
made  of  it  in  a  sentence.  No  one  can  classify  a  word  until 
its  use  or  function  in  some  sentence  structure  is  determined; 
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for,  since  a  word  may  be  differently  used  in  different  sen- 
tences, it  may  belong  now  to  one  part  of  speech  and  again 
to  another.  Hence,  in  order  to  decide  in  what  class  a  word 
belongs,  the  first  question  to  ask  is,  what  work  does  it  do  in 
the  sentence  where  it  is  used  ? 


THE  NOUN. 

28.  A  very  large  part  of  our  words  are  employed  to 
name  things  that  are  known  by  means  of  our  senses,  such  as 
apple^  house,  tree,  sky,  river.  Such  names  are  nouns,  for 
the  two  words  mean  exactly  the  same,  except  that  the  one  is 
used  in  the  language  of  every-day  life,  while  the  other  is  a 
technical  or  scientific  term  employed  in  grammar.  Such 
words  as  those  given  above,  like  apple  and  sky,  call  up  in  the 
mind  ideas  of  pictures  of  real  things — things  with  color,  size, 
taste,  weight,  and  other  sensible  qualities.  But  there  are 
many  names  that  denote  things  without  any  such  qualities; 
and  we  can  talk  and  think  of  these  just  as  if  they  were  real 
things.  Such  words  2iS distance,  loneliness,  hatred,  emptiness, 
liberty,  vice,  and  wisdom  are  of  this  kind.  While  the  mental 
pictures  produced  by  these  words  are  not  so  distinct  or  so 
easily  formed  as  the  ideas  of  objects  having  sensible  quali- 
ties, such  words  can  be  used  in  sentences  in  precisely  the 
same  way  as  nouns  denoting  sensible  things.  We  can  think 
of  hatred  or  liberty  being  or  doing  something  or  other,  just 
as  we  can  of  boy,  or  bird,  or  star. 


Selfishttcss  is  a  vice. 
Patriotism  seems  a  duty. 
Industry  begets  prosperity. 


The  boy  is  a  drummer. 
The  sky  resembles  a  dome. 
ThQ farmer  raises  wheat. 


Most  nouns  consist  of  but  one  word,  but  when  two  or  more 
words  arc  taken  together  to  name  something  about  which  we 
affirm  or  deny,  the  combination  is  a  noun. 

To  lii'c  is  to  think.  Writing  a  long  Utter  to  his  employers  con- 
sumed an  lioiir  of  his  time.     **  This  is  the  end  of  life  ;  J  am  content" 

was  the  last  thing  he  said. 

Definition. — A  noun  is  any  word  or  expression  used  as 
the  najNc  of  something. 
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The  noun  is  employed  in  several  ways  in  sentences,  but 
its  most  common  and  important  use  is  as  subject^  and  any 
noun  whatever  may  be  used  in  this  relation.  If  the  noun 
were  the  only  word  capable  of  performing  this  work,  it  would 
be  possible  to  give  a  very  much  better  definition  of  this  part 
of  speech  than  that  above.  But,  as  will  hereafter  appear, 
there  is  another  part  of  speech,  the  pronoun^  that  is  used  in 
sentences  to  perform  very  nearly  the  same  functions  as  the 
noun. 

29*  Exercise. — Mention  the  nouns  and  their  modifiers  in  each  of 
the  foUowing: 

1.  Great  thoughts,  like  great  deeds,  need  no  trumpet 

2.  The  truth,  the  real  life  and  sunshine,  lay  far  out  in  regions 
beyond  the  horizon. 

3.  Tell  me  not,  in  mournful  numbers,  life  is  but  an  empty  dream. 

4.  That  divine  unrest,  that  old  stinging  trouble  of  humanity,  that 
makes  all  high  achievement  and  all  miserable  failure,  inspired  and 
supported  these  barbarians  on  their  perilous  march. 

5.  **  They  are  worlds  like  ours,"  said  the  young  man ;  ••  and  some 
of  the  least  sparkles  that  you  see  are  not  only  worlds,  but  whr>le  clus- 
ters of  worlds  turning  about  one  another  in  the  midst  of  space.  In 
them  is  perhaps  the  answer  to  all  our  difficulties  or  the  cure  of  all  our 
sufferings';  and  yet  we  can  never  reach  them;  not  all  the  skill  and 
craft  oi  men  can  fit  out  a  ship  for  the  nearest  of  these  our  neighbors, 
nor  would  the  life  of  the  most  aged  suffice  for  such  a  journey." 

6.  **  I  am  a  natural  law,"  the  visitor  replied,  ••  and  people  call  me 
Death.  I  am  a  physician ;  the  best  that  ever  was,  for  I  cure  both  mind 
and  body  with  the  same  prescription.  I  take  away  all  pain  and  forgive 
all  sins,  and  where  my  patients  have  gone  wrong  in  life,  I  smooth  out 
all  complications  and  set  them  free  again  upon  their  feet" 


THE  PROXOUX. 

30.  Pronouns  make  up  a  small  class  of  short  but  very 
useful  words.  They  do  not,  like  nouns,  name  things,  but 
they  refer  to  them  in  such  a  way  as  to  make  plain  what  is 
meant.  They  are  substitutes  for  nouns,  for  the  wotA  pro- 
noun means  for  or  instead  of  a  noun.  Without  them,  our 
language  would  be  very  awkward ;  indeed,  it  is  not  easy  to 
see  how  we  could  carry  on  an  ordinary  oonversation.     A 
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person  speaking  does  not  need  to  mention  his  own  name  or 
even  to  know  that  of  the  hearer.  He  uses  /,  we^  us,  my,  nte, 
etc.  when  he  means  himself  and  those  for  whom  he  speaks ; 
and  he,  she,  it,  him,  her,  they,  etc.  when  he  refers  to  other 
persons  or  things. 

It  has  been  stated  that  the  pronoun  can  do  the  same  work 
in  a  sentence  that  a  noun  can  do;  but,  in  one  respect  at 
least,  the  pronouA  is  by  far  the  more  useful  word.  The  word 
horse  can  be  applied  to  only  one  class  of  animals,  but  the 
pronoun  he  can  stand  for  the  names  of  many  kinds  of  ani- 
mals. The  little  word  it  can  be  a  substitute  for  the  name 
of  almost  any  object  that  can  be  mentioned.  The  pronoun, 
therefore,  is  a  kind  of  name  of  very  wide  application,  or  a 
general  substitute  for  names;  it  enables  us  to  talk  of  any- 
thing whatever  without  naming  it  more  than  once. 

Deflnitioii. — A  pronoun  is  a  word  used  to  denote  persons 

or  things  without  naming  them. 

31.  Exercise. — Point  out  the  pronouns  and  tell  to  what  each 
refers  in  the  following  sentences: 

1.  "I  believe  that  the  earth  is  round,"  he  said  to  them  in  his 
earnest  way,  "  and  that  it  is  turning  on  its  axis  while  we  are  talking 
about  it." 

2.  Mucli  more  affected  than  I  cared  to  show,  I  suffered  myself  to 
be  persuaded,  and  at  last  shook  hands  with  him  and  made  it  up. 

3.  There  it  lies  as  flat  as  my  hand  and  as  innocent  as  a  child;  but 
they  say  that  when  the  wind  blows  it  gets  up  into  water  mountains 
bigger  than  any  of  ours,  and  it  swallows  down  g^eat  ships  bigger  than 
our  mill,  and  makes  such  a  roaring  that  you  can  hear  it  miles  away 
upon  the  land. 

4.  They  told  me  that  they  saw  her  sitting  in  a  boat  with  its  head 
pointed  towards  the  falls,  and  that  as  she  drifted  past  him  watching 
her  from  the  cliffs,  she  waved  her  hand  to  him  and  smiled. 

'   5.     He  that  wrestles  with  us  strengthens  our  nerves  and  sharpens 
our  skill. 


32.  Ill  every  lanj^uagc,  by  far  the  most  important  class 
of  words  is  the  verb ;  for,  without  a  verb,  no  thought  can 
be  expressed.     Every  sentence   must  contain  a  verb.     By 
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iising  the  noun,  we  name  things  concerning  which  we  may 
affirm  or  deny  something;  but  to  express  such  affirmation  or 
denial  in  the  form  of  a  sentence — and  this  is  the  only  form 
in  which  a  thought  can  be  written  or  spoken — a  verb  must 
be  used. 

Thus,  stars,  birds,  John,  are  names,  but  they  tell  us 
nothing — they  are  the  signs  of  ideas,  not  of  thoughts.  But 
when  suitable  asserting  words  are  joined  to  them,  we  have 
thoughts — sentences. 

Stars  stilne.     Birds   have   boeit  sln^^Iiitc.    John   will   not 

Such  words  as  shine,  have  been  singing,  will  cotne,  are 
verbs.     So  important  in  the  sentence  is  the  office  of  the  verb 

that  its  name  means  the  word — that  is,  of  all  words,  the  verb 
is  of  greatest  consequence. 

Grammarians  say  that  the  verb  predicates  being  or  action 
of  that  which  the  subject  names.  This  word  comes  from  a 
Latin  verb  meaning  "to  tell"  or  "speak  out"  in  public. 
The  fact  is  that  there  is  much  need  for  a  word  that  has  all 
of  the  following  meanings:  to  assert,  to  deny,  to  question,  to 
command,  to  wish,  to  entreat;  for  the  verb  is  the  chief  word 
in  sentences  by  which  all  these  forms  of  thought  are  ex- 
pressed, But,  of  course,  the  need  cannot  be  met,  for  there 
is  no  such  word.  The  nearest  approach  to  it  is,  perhaps, 
the  word  predicate;  and  if  the  student  will  remember  what 
the  grammarians  would  like  to  have  this  word  mean,  he 
will  know  what  the  functions  of  tlie  verb  are. 

Deflnltloii. — A  verb  is  a  word  used  to  predicate  being  or 
action  of  that  which  is  denoted  by  a  subject. 

oSw      ExeoeisE. — Construct  sentences  containing  the  following  used 

1.  Send,  comes,  surprise,  couceal,  refrain,  wander,  wonder. 

2,  Believed,  saw,  delayed,  lingered,  espied,  hurried,  stayed. 

8.     Will  repay,  has  depended,  were  relieved,  can  promise,  have  gone. 
4     Has  been  tried,  will  bo  rescued,  should  have  obeyed,  may  have 

5.     Should  have  been  presented,  might  have  been  expected,  can  ba 

seen,  will  have  been  finished,  may  be  trusted. 
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34.     Exercise. — Point  out  the  verbs  in  the  following  quotation: 

'•Our  brains  are  seventy-year  clocks.  The  Angel  of  Life  winds 
them  up  once  for  all,  then  closes  the  case,  and  gives  the  key  into  the 
hand  of  the  Angel  of  the  Resurrection. 

••Tick-tack!  tick-tack!  go  the  wheels  of  thought;  our  will  cannot 
stop  them;  they  cannot  stop  themselves;  sleep  cannot  still  them; 
madness  only  makes  them  go  faster ;  death  alone  can  break  into  the 
case,  and,  seizing  the  ever-swinging  pendulum  which  we  call  the  heart, 
can  silence  at  last  the  clicking  of  the  terrible  escapement  we  have 
carried  so  long  beneath  our  wrinkled  foreheads. 

**If  we  could  only  get  at  them,  as  we  lie  on  our  pillows  and  count 
the  dead  beats  of  thought  after  thought  and  image  after  image  jarring 
through  the  overtired  organ  !  Will  nobody  block  those  wheels, 
uncouple  that  pinion,  cut  the  string  that  holds  those  weights,  blow  up 
the  infernal  machine  with  gunpowder  ?" — Oliver  Wendell  Holmes, 


THE  ADJECTIVE. 

35.  The  objects  denoted  by  class  names  or  nouns,  as 
trce^  wind,  man,  house,  are  distinguished  from  one  another 
by  their  qualities  of  color,  size,  form,  etc.  In  order  that 
persons  with  whom  we  converse  may  know  which  particular 
individual  or  group  of  individuals  we  mean,  modifiers  must 
be  joined  to  the  class  name.  We  notice  the  quality  that  is 
most  prominent  in  the  thing  we  wish  to  speak  of,  and  use  a 
modifier  to  mark  that  quality.  ^ 

The  modifiers  in  most  common  use  are 

a  or  an,  and  the. 

The  first,  a  or  an,  indicates  that  any  one  of  a  class  of 
objects  is  meant. 

Thus,  a  ma7i,  or  an  apple,  means  one  man  or  one  apple  of 
the  g-reat  classes  denoted  by  vtan  and  apple. 

The  modifier  the,  when  joined  to  a  noun,  shows  that  some 
particular  thing  or  group  of  things  is  intended.  Thus,  the 
rose,  the  ships^  mean  a  particular  rose,  a  certain  group  of 
ships. 

With  or  without  these  modifiers,  others  denoting  size, 
number,  material,  or  other  sensible  qualities  are  used  with 
nouns;  as,  a  largre  house,  several  visitors,  tlie  three 
longest  rivers,  a  rich  black  silk  dress. 
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It  has  already  been  explained  how  each  added  modifier 
narrows  or  restricts  the  number  of  objects  denoted  by  the 
word  that  is  modified,  and  at  the  same  time  indicates  more 
exactly  what  the  thing  intended  is  like.  Thus,  the  number 
of  objects  denoted  by  the  following  decreases  in  order,  but 
what  they  are  like  becomes  more  exact  and  definite:  men; 
tall  men;  tall,  dark  men;  tall,  dark,  handsome  men; 
two  tall,  dark,  handsome  men,  etc. 

Words  used  in  this  way  to  modify  the  meaning  of  nouns 

are  adjectives.    This  word  means  **  thrown  to"  or  **near"; 

it  implies  that  the  modifier  is  joined  directly  to  the  modified 

word;  this  is  generally,  but  not  always,  the  case.     Thus, 

The  boy  was,  as  everyone  knew,  intelllgrent  and  obedient. 
Henry  returned  from  his  long  walk  in  the  country,  rosy  and  happy. 

Adjectives,  when  used  to  modify  the  meaning  of  pronouns, 

nearly  always  follow  them ;  as, 

He  was  for  many  years  sick  and  helpless.     You  are  careless. 

Definition. — An  adjective  is  a  word  used  to  modify  the 
meaning  of  a  noun  or  a  pronoun. 

It  should  be  added  that  adjectives  may  consist  of  two  or 
more  words ;  as,  a  sweet-scented  flower,  rosy-flngereil 
morning,  a  house  with  seven  g^ables,  the  story  that  you 
heard  yesterday,  a  never-to-be-forgotten  eifent. 

In  fact,  the  important  question  for  the  student  of  grammar 
to  determine  with  respect  to  words  separately  and  in  combi- 
nation is,  What  work  do  they  perform  in  this  sentence ;  what 
are  their  functions  here  ?  If  they  modify  nouns  or  pronouns, 
they  are  adjectives,  whatever  they  may  be  when  otherwise 
used ;  if  they  name  things,  they  are  nouns;  if  they  stand  for, 
and  refer  to,  names,  they  axQ  pronouns;  and  so  on.  It  is  the 
use  made  of  a  word  that  determines  the  class  in  which  it 
belongs. 

3o«  ExERCiSR. — 1.  Write  ten  sentences  containing  adjectives 
that  precede  the  words  they  modify. 

2.  Write  ten  sentences  that  contain  adjectives  following  the  words 
they  modify. 

3.  Write  ten  sentences  having  adjectives  both  before  and  after  the 
words  they  modify. 
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4.  Construct  sentences  containing  adjective  modifiers  beginning 
with  each  of  the  following  words:  io.for,  of,  with,  from^  in,  by,  about, 
after,  be/ore,  over,  upon,  on,  along.  For  example,  •' A  stroll  along 
the  beach  gave  us  much  enjoyment." 

5.  Construct  sentences  containing  modifiers  in  which  the  following 
words  are  used  as  verbs :  wrote,  was  built,  sailed,  was  written,  had 
been  done,  has  fallen,  were  singing,  was  crossing,  has  spoken,  ts,  has 
been,  was  trusted.     For  example. 

Xiips  we  have  kissed,  ye  are  faded  and  cold, 
Hands  we  have  pressed,  ye  are  covered  with  mold. 


/ speak 


THE  ADVERB. 

37.  The  principal  use  of  this  part  of  speech  is  to  do  for 
the  verb  just  what  the  adjective  does  for  the  noun — modify 
its  meaning.  With  only  a  few  exceptions,  the  verb,  like  the 
noun,  denotes  classes — not  oi  objects^  however,  but  oiactio7is. 
For  example,  the  action  expressed  by  speak  may  be  per- 
formed in  so  many  different  manners^  at  such  a  variety  of 
times  and  places^  and  under  such  a  multitude  of  other  con- 
ditions and  circumstances,  that  it  may  denote  a  class  of 
predicated  action  as  extensive  as  that  named  by  the  noun 
speech.     This  will  ba  clear  from  the  illustration  that  follows: 

clearly,  kindly,  distinctly,  rapidly,  shnuly. 

now,  soon,  often,  early,  nei/er,  frequently. 

here,  there,  yonder,  everywhere,  nowhere. 

with  clearness,  by  permission,  to  the  students. 

to  coninnce,  to  ivarn  of  danger,  to  be  understood. 

when  I  am  spoken  to,  that  my  opinion  may  be  known. 

It  will  be  noticed  that  adverbs  as  well  as  adjectives  may 
consist  of  several  words,  and  that  they  must  be  recognized 
by  the  office  they  fill  in  the  sentence. 

The  word  adverb  implies  that  this  part  of  speech  is  joined 
directly  to  the  verb  {ad,  *'to'*).  But  while  this  is  often  the 
case,  the  adverb,  like  the  adjective,  may  often  be  widely 
separated  from  the  verb  it  modifies. 

Solemnly,  nioiinifiilly,  dealing  its  dole, 
The  curfew  bell  is  beginning  to  toll. 

But  it  is  not  the  meaning  of  verbs  alone  that  adverbs 
modify  ;  they  are  frequently  used  to  modify  the  meaning  of 
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adjectives  as  well  as  that  of  other  adverbs.  We  have  seen 
that  verbs,  like  nouns,  are  class  words.  The  same  is  true  of 
most  adjectives  and  adverbs.  Thus,  when  we  say,  '*The 
day  isfine^''  there  are  many  degrees  of  the  quality  expressed 
by  the  adjective  finey  many  conditions  under  which  it  may 
exist,  and  we  may  wish  to  indicate  some  of  these  differences. 

very^  extremely^  noi^  decidedly,  quite,  exceedingly. 
The  day  is  fine  <  for  fishing,  overhead,  in  this  region,  on  the  ocean. 

since  the  rain,  for  a  spring  day,  when  the  sun  shines. 

Similarly,  in  the  sentence,  Time  flies  rapidly,  the  adverb 
denotes  many  degrees  of  rapid  motion,  such  as  may  be  indi- 
cated by  hoiVy  very^  quite^  somewhat^  too^  viore,  lesSy  etc. 

Deflnttlon. — An  adverb  is  a  word  used  to  modify  the 
meaning  of  a  verb^  an  adjective ^  or  another  adverb. 

38.  Exercise. — 1.  Form  sentences  in  which  shall  occur  the  fol- 
lowing words  used  as  adverbs:  rightly,  gladly,  kindly,  openly,  fre- 
quently, occasionally,  sweetly,  gleefully,  gracefully,  beautifully, 
neatly, 

2.  Use  in  sentences  the  following  words  as  adverbs:  soon,  often, 
when^  where,  how,  why,  however,  whence,  whether,  so,  as,  very,  quite, 
almost. 

m 

3.  Use  the  following  as  adverbs:  today,  tomorrow, yesterday,  for- 
ever,  one  by  one,  in  groups,  side  by  side,  back  and  forth,  up  and  down, 
now  and  then,  by  and  by,  as  soon  as  possible. 

4.  Construct  five  sentences  in  which  adverbs  modify  adjectives,  and 
five  in  which  adverbs  modify  adverbs. 

5.  Make  sentences  using  each  of  the  following  as  the  first  element 
in  adverbial  modifiers:  by,  with,  over,  amidst,  across,  before,  behind, 
concerning,  against^  according  to,  in  order  to^  because  of,  with 
regard  to. 


THB  PREPOSITION. 

39.  It  has  already  been  explained  that  words  may  stand 
together  without  bearing  to  one  another  any  relation  in 
meaning — without  helping  one  another  to  become  useful  in 
expressing  thought  The  words  in  a  list  for  spelling  are  of 
this  kind;  they  are  without  connection  or  relation  in  meaning. 

But  words  may  be  so  arranged  that,  if  their  meanings  are 
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suited  to  one  another,  they  seem  to  belong  together.  They 
fomi  what  may  be  called  a  compound  or  modified  idea,  and 
without  rearrangement  may  enter  a  sentence  as  one  of  its 
elements. 

This  is  the  case  when  suitable  modifiers  are  joined  to 
nouns^  adjectives^  verbs,  or  adverbs  ;  as,  good  boy^  very  sorry ^ 
quite  soon. 

Again,  ideas  may  seem  to  be  so  widely  separated — so  unlike 
— that  nothing  could  ever  bring  into  relation  the  words  deno- 
ting these  ideas.  Yet  they  may  often  be  joined  by  means  of 
a  kind  of  word  bridge  between  them.  Examples  of  this  are 
shown  below. 


A  palace 


by 

above 

under 

in 

over 

near 

across 


>  the  sea.  Write 


about 

concerning: 

to 

against 

ftrom 

for 

among: 


the  Indians, 


These  uwrd  bridges  are  called  prepositions.  They  are  so 
named  because  they  are  nearly  ^Xv^^iy^  placed  be/ore  the  noun 
or  pronoun  that  they  connect  with  some  preceding  word. 
The  work  done  in  sentences  by  prepositions  is  twofold: 
(1)  they  connect  words;  (2)  they  bring  luords  into  relation. 

The  preposition  with  the  noun  or  pronoun  that  follows  it, 
forms  a  prepositiofial phrase.  Phrases  of  this  kind  are  used  as 
modifiers,  just  as  if  they  were  adjectives  and  adverbs  con- 
sisting of  only  one  word. 

Thus,  in  the  expressions  a  silk  dress  and  a  dress  of  silk, 
silk  and  of  silk  are  each  adjective  modifiers  of  the  noun  dress. 
Again,  in  Examine  >vith  care  and  Examine  carefully,  the 
verb  is  modified  in  meaning  both  by  carefully  and  by  the 
phrase  with  care.  The  functions  of  these  two  modifiers  are 
exactly  similar. 

The  number  of  prepositions  is  considerably  less  than  one 
hundred,  but  they  form  a  very  useful  class  of  words.  Indeed, 
it  is  not  easy  to  see  how  we  should  get  along  without  them. 


§  14  GRAMMAR.  29 

for  some  of  the  shortest  of  them,  such  as,  to^  for^  in,  with, 
from,  by,  at,  on,  of,  we  use  in  nearly  every  sentence. 

Definition. — A  preposition  is  a  word  used  to  connect 
words  and  bring  them  into  relation. 

Just  as  nouns,  adjectives,  verbs,  and  adverbs  sometimes 
consist  of  two  or  more  words  used  as  one,  so  also  ra2.y  prep- 
ositions. The  following  are  called  phrase  prepositions:  The 
Gospel  according:  to  St.  Mark  ;  done  In  spite  of  oppositioji ; 
respected  in  proportion  to  his  wealth  ;  acted  with  respect 
to  his  interests, 

40.  Exercise. — 1.  By  suitable  prepositions  establish  a  relation- 
ship in  meaning  between  the  following:     rode the  forest^  sailed 

the  ocean^  spoke him,  died sunrise,  acted the  enemy,  lived 

the  sea. 

2.  Find  prepositional  phrase  modifiers  of  the  following  words  used 
as  adjectives  :  hopeful,  polite,  disobedient,  confident,  courageous, 
revengeful,  pleased,  resting,  covered,  sad. 

8.  Construct  ten  sentences  in  each  of  which  appear  two  nouns,  con- 
nected by  prepositions. 

4.  Construct  sentences  containing  the  following  used  correctly  as 
prepositions: /r^w,  ^^^r^,  against,  below,  under,  around,  opposite, 
toward,  within,  without, 

5.  Pick  out  the  prepositional  phrases  in  the  following,  and  tell  what 
each  modifies: 

**  Tears,  idle  tears,  I  know  not  what  they  mean, 
Tears  from  the  depth  of  some  divine  despair 
Rise  in  the  heart,  and  gather  to  the  eyes, 
In  looking  on  the  happy  Autumn  fields. 
And  thinking  of  the  days  that  are  no  more. 

••  Fresh  as  the  first  beam  glittering  on  a  sail 
That  brings  our  friends  up  from  the  under  world, 
Sad  as  the  last  which  reddens  over  one 
That  sinks  with  all  we  love  below  the  verge ; 
So  sad,  so  fresh,  the  days  that  are  no  more. 

••  Dear  as  remembered  kisses  after  death. 
And  sweet  as  those  by  hopeless  fancy  feigned 
On  lips  that  are  for  others ;  deep  as  love, 
Deep  as  first  love,  and  wild  with  all  regp-et, 
O  Death  in  Life,  the  days  that  are  no  mone." — Tennyson, 
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THE  CONJUNCTION. 

41.  As  the  word  implies,  a  conjunction  is,  like  the  prepo- 
sition, a  word  used  for  joining  or  connecting  other  sentential 
elements.  There  are,  however,  some  differences  that  are 
easily  seen  between  these  two  classes  of  words.  Some  of 
these  are  as  follows: 

1.  Conjunctions  sometimes  connect  sentences^  prepositions 
never.  ' 

Mary  went  to  the  picnic,  but  Kate  remained  at  home. 

Here  the  two  sentences  are  joined  by  the  conjunction  but; 
the  preposition  to  connects  the  words  went  and  picnic^  and 
at  connects  remained  and  home, 

2.  Conjunctions  connect  words  belonging  to  the  same  part 

of  speech,  or  ivords  used  in  the  same  way;  prepositions  usually 

connect  different  parts  of  speech^  and  words  used  differently. 

Kind  and  good.  Of  the  people  or  by  the  people.  James  as  well 
as  John. 

3.  Conjunctions  do  not^  and  prepositions  always  do,  take 
after  them  a  noun  or  pronoun  to  form  phrases  that  modify 
other  words. 

The  conjunction,  in  connecting,  does  indeed  establish  some 
kind  of  relation  between  the  elements  connected,  yet  this  is 
not  its  most  important  work  in  sentences.  With  the  prepo- 
sition, the  chief  use  is  to  denote  relation;  with  the  conjunction, 
i\,s  joining  or  unitiiig  function  is  the  prominent  fact. 

The  conjunction  and  is  used  perhaps  more  than  all  other 
conjunctions  taken  together.  It  may  be  regarded  as  the  plus 
sign  of  language;  for,  when  placed  between  two  words  or 
phrases  or  sentences,  it  denotes  that  they  are  to  be  thought 
of  as  united — their  sum  of  mcaniiig  is  to  be  taken.  Other 
conjunctions  that  are  much  used  are,  //",  unless,  though,  for 
(when  it  is  used  to  introduce  a  reason),  because,  therefore^ 
however,  then,  hence,  except,  provided,  lest,  etc. 

Some  conjunctions  go. ////^/r.y,  as,  both — and,  neither — nor^ 
either — or,  or — or,  nor — 7ior,  not  only — /;///  also. 

Conjunctions  used  in  pairs  are  called  correlative  conjunct 
tions. 
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Deflnitlon. — A  conjunction  is  a  word  used  to  connect 
sentences^  or  sentential  elements  that  are  used  alike, 

42«  Exercise. — 1.  By  using  five  different  conjunctions,  form  five 
sentences  of  the  following: 

He  trusted  in  me 1  had  no  confidence  in  him. 

2.  Separate  each  of  the  following  sentences  into  three  others  that 
shall  together  be  equivalent  to  the  separated  sentence : 

(a)  Cherries,  plums,  and  pears  succeed  well  in  the  United  States. 

(b)  The  boy  can  read,  write,  and  cipher  very  well  indeed. 

(r)    The  drover  purchased  sheep,  calves,  and  oxen  from  the  farmers. 

(d)  The  President  spoke  of  a  government  of  the  people,  by  the 
people,  for  the  people. 

8.  Construct  sentences  in  which  shall  occur  the  following  words 
used  as  conjunctions:  because ^  hetice^  or^  notwithstanding^  unless, 
except,  although,  if,  yet,  whereas, 

4.  By  using  conjunctions,  unite  the  following  groups  of  sentences 
into  one  sentence  for  each  g^oup: 


j  Rome  was  not  built  in  a  day. 
^  '  (  A  fortune  is  not  made  in  a  year. 


The  Spanish  fleet  entered  the  harbor  of  Santiago. 
{b)  \  The  Spanish  fleet  tried  to  escape  to  the  ocean. 

The  Spanish  fleet  was  destroyed  by  the  blockading  vessels. 

The  great  prizes  of  life  are  won  by  ability. 
(r)  \  The  g^eat  prizes  of  life  are  not  won  by  trickery. 
The  great  prizes  of  life  are  not  won  by  indolence. 


THE   INTERJECTIOX. 

43,  In  addition  to  the  seven  classes  of  words  already 
described,  there  is  another  class  commonly  reckoned  by  gram- 
marians as  forming  the  eighth  part  of  speech.  Some  examples 
are  the  following:  oh  I  alas  !  hark!  haf  While  it  is  conve- 
nient, and  perhaps  better,  that  words  of  this  kind  should  be 
regarded  as  forming  another  part  of  speech,  it  should  be 
remembered  that  they  have  no  place  in  sentential  struc- 
ture. They  are  throtun  among  {inter,  **  among,"  and jectuSy 
"thrown")  sentences  to  indicate /iv//;/^'*  only,  not  thought. 
In  language,  they  arc  as  much  out  of  grammatical  relation 
as  the  figures  that  are  used  in  numbering  chapters  and  para- 
graphs.    Some  authorities  say  that  interjections  repriesent 
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entire  sentences  condensed  into  single  words.  By  this  they 
mean  that  psltaw !  for  example,  is  a  kind  of  equivalent  for 
What  you  say  is  absurd^  and  hist  /  for  Be  quiet  and  listen; 
for  I  hear  a  strange  noise^  or  the  like.  Of  course,  no  one 
can  say  with  any  certainty  what  thought  is  implied  by  an 
exclamation  that  is  intended  to  express  nothing  more  than 
emotion  of  some  kind.  A  sigh  or  a  groan  is,  in  a  sense,  an 
interjection,  and  while  these  generally  convey  a  hint  of  the 
thought  appropriate  to  them,  they  do  not  express  thought  in 
the  precise  way  required  in  the  sentences  of  which  grammar 
takes  account.  We  often  hear  imitations  of  the  noises  made 
when  we  cough  or  sneeze  or  laugh  or  weep,  and  these  sounds 
may  be  represented  in  print;  and  the  cries  of  certain  animals 
are  indicated  by  such  words  as  mew!  baiv-wowf  cluck/  baa! 
%vJuppooriuill!  These  are  perhaps  to  be  classed  as  inter- 
jections, if,  indeed,  they  are  wordsy  but  it  seems  absurd  to 
regard  them  as  parts  of  speech.  The  fact  that  they  resemble 
words  is  the  only  reason  that  could  possibly  be  given  for 
noticing  them  in  grammar.  In  expressing  thought ^  we  do 
not  need  such  words  as  ohf  alas!  ugh!  ha!  fie!  fudge!  hem! 
hcigJi-ho!  hey! 

Definition. — An  Interjection  is  a  word  that  has  no 
relation  to  other  words  in  a  sentence^  and  is  used  to  express 
feeling  or  cfnotion. 

PARTS   OF   SPEECH   GROUPED. 

44,  The  parts  of  speech,  considered  with  respect  to  the 
importance  of  the  work  each  does  in  expressing  thought,  may 
be  placed  in  two  groups: 

1.  The  Indispensable  Parts  of  Speeeli. — These  are  the 
verb  and  the  noun,  or  its  substitute,  the  pronoun.  With 
the  verb  and  the  noun  or  the  pronoun^  a  complete  sentence 
may  be  formed;  but  these  are  the  only  parts  of  speech  with 
which  this  can  be  done. 

2.  The  Auxiliary  or  Helping:  Parts  of  Speech. — These 

include  the  five  remaining  classes  of  words: 

{a)   The  Modifiers, — The  adjective  and  thf^  adverb. 
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{6)  The  Connectives. — The  preposition  and  the  conjunc- 
tion. 

(r)  The  Interjection, — These  words  serve  to  indicate  the 
feeling  intended  to  be  associated  with  expressed  thought. 

It  will  hereafter  appear  that  words  are  sometimes  used  in 
such  way  as  to  make  it  difficult  to  decide  in  what  class  they 
belong;  also  that  some  words  do  double  duty  in  the  sentence. 
Thus  there  are  many  words  that  modify  in  the  manner  of 
adjectives,  and  at  the  same  time  have  the  function  of  pro- 
nouns; others  again  modify  as  adverbs  and  connect  as  coji- 
junctions.  But  these  cases  will  be  considered  in  the  proper 
places. 


Indispensable 


I 


II 

Auxiliary 


STNOPSIS. 

1.  Noun — Names  something, 

2.  Pronoun — Refers  to  names. 

3.  Verb — Expresses  what  is  or  is  done, 

{cC)  Adjective  —  Modifies 
meaning  of  nouns  and 
pronouns, 

{b)  Adverbs  —  Modifies 
meaning  of  verbs^  ad- 
jectives^ and  adverbs, 

(a)  Preposition  —  Brings 
words  into  relation 
with  noun  or  pronoun. 


1.   Modifiers 


2.  Connectives 


{fi)   Co nj unction  —  Con- 
nects similar  elements. 


8.  Interjection — Colors  thought  with  fee  ling. 
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(PART  2.) 


FUNCTIONS  OF  SENTENTIAL  EliEMENTS. 


"WORD   EliEMENTS. 


THB  NOTJK  AXD  THE  PRONOITN^. 

!•     Functions  of  Nouns  and  Pronouns. — So  far  as  has 

yet  been  considered,  the  only  work  done  in  sentences  by 
nouns  and  pronouns  is  to  stand  in  the  relation  of  subject. 

Nouns  as  subjects, — The  moon  lights  the  earth.  William  was 
hurt. 

Pronouns  as  subjects. — ^I  saw  the  President.   Who  inquired  for  me? 

But  besides  filling  the  office  of  subject,  nouns  and  pronouns 
have  other  uses  in  sentences.  Their  most  important  func- 
tions are  as  follows: 

1.  As  Absolute,  or  Independent. — In  grammar,  these 
two  words,  absolute  and  independent^  are  employed  with  the 
same  meaning.  We  have  seen  that  the  interjection  is  used 
apart  from,  and  independent  of,  the  sentence  near  which  it 
occurs.  In  a  similar  way,  a  noun  or  pronoun  used  independ- 
ently may  be  omitted  without  destroying  the  sentence. 
There  are  several  varieties  of  the  absolute  use  of  nouns  and 
pronouns: 

{a)  With  a  verbal  to  express  a  cause  or  an  independeiit 
fact.     (A  verbatim  a  word  derived  from  4  verb^  but  not  used 
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with  predicating  force,  or  in  the  form  to  make  assertions;  as, 

lovi7ig^  beingy  etc.) 

The  earth,  being  round,  men  can  sail  around  it  I  being  sick,  they 
sent  my  brother.  The  example  having  been  solved^  the  teacher 
read  another  to  the  class. 

In  these  sentences,  earthy  /,  and  example  are  independent 
or  absolute,  because  the  phrases  in  which  they  are  found  are 
not  required,  for  the  sentences  are  complete  without  them. 

(b)     In  direct  address. 

Go  home,  my  child.  Come  here,  you.  Friends ^  Romans^  country- 
vien,  hear  me  for  my  cause. 

(r)     By  pleonasm. 

The  boy,  O  where  was  he  ?  Shakespeare  ;  no  greater  poet  ever 
lived.  He  that  hath,  to  him  shall  be  given.  The  North  and  the  South, 
thou  hast  created  them. 

This  construction  is  used  for  the  sake  of  emphasis.  The 
word  pliwuasm  is  derived  from  the  Greek  word  pleon,  mean- 
ing- *'  more."  The  notion  is  that  more  words  are  used  than 
are  needed. 

{d)     By  mere  exclamation. 

Poor  beast !  He  knows  nothing  of  the  laws  of  supply  and  demand. 
Liberty  !    How  many  of  earth's  oppressed  have  yearned  for  liberty. 

2.  As  Predicato  Complement. — A  complement  is  some- 
thing added  to  complete  or  fill  out  something  else.  In  nearly 
every  sentence  the  predicate  has  with  it  a  noun  or  pronoun 
used  to  complete  its  meaning.  A  noun  or  pronoun  so 
eni])loyed  is  called  the  predicate  complement.  There  are  two 
varieties  of  this  construction: 

(a)  T\\Q  predicate  noun  ox  pronoun^  after  such  verbs  as  be 
[am,  is,  are,  was,  etc.],  seem^  appear^  become^  etc. 

He  IV as  a  scholar,  John  became  an  engineer.  The  earth  is  a 
planet.     It  icas  she. 

A  predicate  noun  may  be  known  by  the  fact  that  it  always 
denotes  the  same  person  or  thing  as  the  subject.     Thus,  in  the 
sentences  above,  he  and  scholar  represent  each  the  same  per- 
son.    The  same  is  true  of  John  and  engineer^  of  earth  and 
,  planet^  and  of  //  and  she. 
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(6)  The  object  noun  or  pronoun— nsvLally  called  the  object 
of  the  verb. 

The  boy  ate  his  dinner,  A  ball  struck  him.  We  saw  them  on  the 
street     He  whom  they  loved  has  gone  away. 

3.  As  the  Object  of  a  Preposition. — 

They  rowed  across  the  lake.  We  went  with  them  to  the 
country. 

A  noun  or  pronoun  in  this  construction  is  said  to  be  the 
object  of  the  preposition. 

4.  In  Explanation  of  the  Meaning^  of  Another  Xoun 
or  Pronoun. — 

Socrates  the  philosopher  drank  poison.  Did  you  see  him^  the 
traitor  and  renegade  ? 

A  noun  thus  used  to  explain  the  meaning  of  another  noun 
or  pronoun  is  said  to  be  In  apposition  with  the  word 
explained.  This  is  because  it  is  placed  near  the  word  it 
explains,  for  apposition  means  ** placed  near."  A  word  in 
apposition  to  another  always  denotes  the  same  person  or 
thing  as  the  word  that  is  explained.  Thus,  Socrates  and 
philosopher  are  two  names  of  the  same  person. 

5.  As  a  Modifier  Denoting^  Possession  or  Orlg^ln. — 

The  boy's  shoes^  our  horses^  the  ^world's  productions,  the 
sun's  heat. 

The  first  two  modifying  words  bofs  and  our  denote  posses- 
sion ;  the  last  two  indicate  the  source  or  origin  of  the  things 
denoted  by  productions  and  heat.  Unlike  the  function  of 
words  in  apposition^  a  possessive  modifier  denotes  something 
different  from  the  meaning  of  the  word  that  is  modified. 

6.  As  the  lk|ulvalent  of  an  Adverbial  Phrase. — 

He  is  six  feet  tall  =  He  is  tall  to  or  by  six  feet.  The  meat 
weighed  five  pounds  =  The  meat  weighed  to  the  extent  of  five 
pounds. 

Here  the  adjective  tall  is  modified  by  feet  used  as  an 
adverb;  and  the  verb  weighed  is  modified  in  a  similar  manner 
hy  pounds y  used  as  the  equivalent  of  an  adverbial  phrase. 

The  foregoing  are  all   the  uses  served  in  sentences  by 
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noiins  and  pronouns,  and  it  is  important  that  the  student 
should  learn  to  recognize  them  quickly  and  with  certainty. 

2.     Exercise. — Tell  in  which  of  the  foregoing  ways  each  noun  or 
pronoun  printed  in  Italic  in  the  following  sentences  is  used: 

1.  She  was  the  pet  of  her  class  in  school, 

2.  }  V  crags  and  peaks,  I'm  with  you  once  agaia     /  hold  Xoyou  the 
hands  that  once  /  held  to  show  they  still' are  free. 

3.  *  T^is  sweet  to  hear  the  "weXchwdog' s  honest  bark 

Bay  deep-mouthed  welcome  as  we  draw  near  home; 
*  Tis  sweet  to  know  there  is  an  eye  will  mark 
Our  coming,  and  look  brighter  when  we  come. 

4.  Of  earthly  goods,  the  best  is  a  good  wife;  a  bad,  the  bitterest 
curse  of  human  life. 

5.  Loud  icittd,  strong  wind,  sweeping  o*er  the  mountains,  pour 
forth  from  ixivy  fountains,  drafts  of  life  for  me, 

6.  Experience  and  reason  show  that  affairs  confided  to  many  per- 
sons rarely  succeed. 

7.  They  carried  us  five  miles,  and  for  the  service  we  paid  fifty 
shi//ings, 

8.  Time,  you  thief,  who  love  to  get  sweets  into  your  list,  put  that 
in. 

9.  Wealth;  that  is  a  burden  carried  by  human  donkeys  and  sup- 
posed to  be  of  great  inilue 

10.  Beware  of  desperate  steps;  the  darkest  day^ 
Live  tiU  tomorrow,  will  have  passed  away. 


TIIK  ADJECTIVE  AND  THE  ADVERB. 

3,  The  adjective,  as  we  have  seen,  is  a  word  used  with  a 
noun  or  pronoun  to  measure^  restrict^  or  /larrow  its  applica- 
tion. In  doin^  this  work,  the  adjective  as  a  modifier  shows 
the  following  uses: 

1.  Tlie  Adjoctlvo  May  Be  Joined  Directly  to  the 
Modified  Woi-d.— 

(<(K»d  weather;  fow  persons;  t\lf%,t  house;  seven  men. 
\Vc  saw  him,  busy  and  contented.     A  lady,  beautiful  and 
iH»lliit»d,  conducted  our  party. 

Ailjt'ctives  used  as  in  the  last  two  sentences  are  said  to  be 
usril  apposi lively^  because  they  explain  very  much  as  a  noun 
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in  apposition  explains,  and  their  position  is  much  the  same 
as  that  of  nouns  used  appositively. 

When  an  adjective  is  placed  directly  before  the  noun  it  is 
used  adjunctively ;  as,  grood  weather, 

2.  The  AdJectlTe  May  Be  Used  as  a  Complement  of 

tlie  Predicate. — 

The  merchant  was  honest,  shrewd,  and  successful. 
Great  is  Diana  of  the  Ephesians.     /  am  sure  that  you  are 
wrongr. 

An  adjective  used  thus  is  called  the  predicate  adjective,  or 
the  attribute.  It  is  a  construction  exactly  similar  to  that 
with  the  predicate  noun  or  the  predicate  pronoun.  This  is 
the  predicative^  or  attributive  use  of  the  adjective. 

3.  The  Adjective  May  Be  Used  Alone  as  a  Noun. — 

The  g^ood  die  young.  The  STC^y  will  laugh  when  thou  art  gone. 
The  heautlfUl  is  not  always  the  best,  neither  is  the  ug^ly  or 
deformed  the  worst. 

4.  The  usual  function  of  the  adverb  is  to  modify  or 
restrict  the  meaning  of  the  following  elements : 

(a)  Verbs, —  Walk  slowly.  Softly  and  tremblingly 
he  spoke  her  name. 

(b)  Adjectives, — I  have  been  very  sick.  He  exhibited 
to  us  his  extremely  beautiful  captive. 

Even  when  an  adjective  is  used  as  a  noun,  it  may  be  mod- 
ified by  an  adverb. 

Among  the  people  of  this  world,  there  is  not  so  much  difference  as  is 
generally  supposed  between  the  exceedlngrly  good  and  the 
extremely  bad. 

Ad jectives  used  as  in  the  last  sentence  may  take  adjectival 
modifiers. 

The  philosophers  tell  us  that  exceeding^  good  is  often  followed  by 
sonie  extreme  bad, 

(r)  Other  Adverbs, — They  came  very  early ^  and  stayed 
so  longy  that  quite  gladly  we  saw  them  depart. 

The  forms  and  the  usual  functions  of  the  other  word  ele- 
ments of  sentences  have  already  been  explained  sufficiently 
for  present  purposes. 
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PHRA8£  KLEMENTS. 


DEFINITION  OF  A  PHBASE. 

6.  We  very  often  find  in  sentences  groups  consisting  of 
two  or  more  words  that  seem  to  belong  together,  very  much 
as  if  they  were  parts  of  a  compound  word.  They  unite  sev- 
eral closely  related  ideas  into  a  compound  idea,  and  together 
they  do  the  duty  of  a  single  word  in  the  sentences  where 
they  occur.  This  duty  or  function  is  to  modify  like  an 
adjective  or  an  adverb,  or  to  fiatne  some  thing  or  some  action 
in  the  way  that  nouns  do.  Although  the  adjectival  and 
adverbial  uses  of  prepositional  phrases  have  already  been 
touched  upon,  the  importance  of  the  general  subject  of 
phrases  is  so  great  as  to  require  further  consideration. 

There  are  two  special  marks  by  which  a  group  of  words 
may  be  known  to  form  a  phrase  : 

1 .     //  viust  do  the  work  that  is  usually  done  by  one  word. 
To   sail  around    the   >vorld  requires  a  voyagfe  of  many 

IIo  wds  busy  In  the  oflflce  during  the  whole  day, 
rHl<*hliiK  fish  is  a  pleasant  method  of  passing  time. 

In  these  sentences,  to  sail  around  the  world  is  a  noun 
\\\\\\\\\r  composed  of  two  phrases,  to  sail  and  around  the 
Wx^flit,  So  also  is  catching  fish  a  phrase.  The  phrase,  of 
t*f,ifty  ii'nJi'S,  modifies  the  noun  voyage,  and  of  passing  time 
iwoililirM  the*  noim  method;  these  arc,  therefore,  adjective 
iilthtm-h.  The  adjective  busy  is  modified  by  the  adverbial 
|iht«^m'h  in  the  office  and  during  the  whole  day. 

All  lliiv.n   phrases  are  used  just  as  if  each  were  a  single 

\\»»»*l 

^      It  tHu^t  not  contain  a  verb  that  predicates;  that  is^  a 

, .  •  .>  .  /.*/  i«i  (ually  asserts,  denies,  etc. 

\\\  \\\\^  •H'nti'UiH'S  above,  the  expressions  to  sail,  catching^ 

.iUvi  AM\.'.;  .uo  iur/falSy  since  they  are  derived  from  verbs; 

iiui  \\\K\  A\s'  uol   in  a  full  sense  verbs.      It  is  impossible  to 

^uvAlumv  \\\\\\  ihi^iu  alone.     Predication  by  verbals  is  only 
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assumed  or  taken  for  granted — ^not  actually  made.  This  will 
be  more  fully  explained  in  another  place. 

Dellnition. — A  pbrase  is  a  group  of  words  used  as  a  sin- 
gle part  of  speech^  but  containing  no  word  of  real  predication, 

6.  Exercise. — 1.  Construct  sentences  in  which  shall  occur  the  fol- 
lowing phrases:  during  the  rain,  upon  the  hill,  over  the  sea,  accord- 
ing to  law,  by  an  honorable  life,  through  a  dark  wood,  of  the  people, 
beside  his  sister,  behind  the  wagon,  across  a  wide  river, 

2.  Separate  the  following  compound  phrases  into  the  simple 
phrases  of  which  they  are  composed :  at  the  bottom  of  the  sea,  with  his 
sister  by  his  side,  in  a  boat  on  the  river,  during  a  trip  through  Europe 
in  vacation,  earning  money  by  the  hardest  kind  of  labor,  observing 
the  time  by  the  clock  in  the  steeple  of  the  old  church  on  the  hill. 

8.  Use  the  following  phrases  in  sentences,  and  decide  what  is  the 
function  of  each ;  that  is,  tell  which  you  use  as  nouns,  which  as  adjec- 
tives, and  which  as  adverbs:  to  study,  to  be  answered,  to  have  seen^ 
to  have  been  chosen,  seeing  a  procession,  eating  an  apple,  to  write  a 
letter,  to  earn  his  living,  having  built  a  home,  having  been  sick. 

4.  Write  sentences  and  use  in  them  the  following  words  each  of 
which  is  modified  by  a  phrase :  loaf,  seen,  kind,  caught,  fun,  blacky 
skate,  run,  river,  explore. 

5.  Use  each  of  the  following  as  the  first  part  of  a  phrase :  against, 
between,  without,  upon,  pushing,  having  reached,  in  reply  to^  with 
regard  to,  down,  to  earn. 

7.  Exercise. — Pick  out  the  noun,  the  adjective,  and  the  adverbial 
phrases  in  the  following  sentences : 

1.  Years  steal  fire  from  the  eyes  as  vigor  from  the  limbs. 

2.  Know  when  to  speak ;  for  many  times  it  brings 
Danger  to  give  the  best  advice  to  kings. 

8.  But  I  doubt  not  through  the  ages  one  increasing  purpose  runs, 
And  the  thoughts  of  men  are  widened  by  the  process  of  the  suns. 

4.  He  drew  his  bridle  in  the  shade 

Of  the  apple  trees,  to  greet  the  maid. 

And  ask  a  draft  from  the  spring  that  flowed 

Through  the  meadow,  across  the  road. 

5.  Talking  is  like  playing  on  the  harp ;  there  is  as  much  in  la3ring 
the  hand  on  the  strings  to  stop  their  vibrations  as  in  twanging  them 
to  bring  out  their  music, 

6.  You  must  get  into  the  habit  of  looking  intensely  at  words,  and 
of  assuring  yourself  of  their  meaning  syllable  by  syllable — nay,  letter 
by  letter. 
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7.  Being  entirely  right  and  adhering  to  your  opinion  in  spite  of  all 
temptation  to  do  otherwise,  will  be  found  more  difiBcult  than  being  a 
hero  in  battle. 

8.  There  arc  some  enemies  so  base  that  even  to  conquer  them  is  a 
kind  of  dishonor. 

9.  If  there  is  any  one  point  upon  which,  in  six  thousand  years  of 
thinking  about  right  and  wrong,  wise  and  good  men  have  agreed,  or 
have  discovered  by  experience,  it  is  that  God  dislikes  idle  people  and 
cruel  people  more  than  any  other. 


CliA-USE  EIrEMENTS. 


DEFINITION  OF  A  CLAUSE. 

8.  Two  or  more  sentences  may  be  made  into  one  by 
means  of  conjunctions.  After  the  tmion  of  these  elements, 
they  are  no  longer  sentences,  but  clauses  dt  a  sentence. 

Thus,  take  the  two  sentences, 

The  earth  is  round. 

Men  can  sail  around  the  earth. 

These  two  sentences  may  be  united  into  one  sentence  by 
using  as  a  conjunction  any  one  of  the  following:  and^  if^  so^ 
then,  because,  for,  since,  inasmuch  as,  seeing  that^  etc. 

The  earth  is  round,  for  men  can  sail  around  it. 

Here  we  have  a  sentence  consisting  of  two  clauses  each 
having  one  subject  and  one  predicate. 

But  sometimes,  when  separate  sentences  are  united,  slight 
changes  are  necessary.     This  happens  in  such  cases  as  the 

folh)win^: 

1.      When  the  subjects  in  two  or  more  of  the  sentences 

denote  the  same  person  or  thing. 

The  sun  rises  in  the  cast.  The  girls  stayed  aX  home. 

The  sun  moiu's  across  the  sky.         The  girls  did  the  housework. 
The  sun  sets  in  the  west.  The  boys  went  to  the  picnic. 

The  sun  rises  in  the  east,  (and)  moves  across  the  sky,  and  sets  in 
the  west. 

The  i(irls  stayed  at  home  and.  did  the  housework,  but  the  boy« 

went  to  the  pienic. 
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Here  we  still  have  three  statements,  which  seem  to  Ix:  vcrv 
nearly  complete;  for  the  omitted  subjects  are  clearly  implied. 

2.      IVAen  two  or  more  of  the  predicates  are  alike. 

Spring  returned  once  more.  The  day  is  dreary. 

The  birds  returned  once  more.        The  world  is  dreary. 
The  flowers  returned  once  more.     My  life  is  dreary. 

Spring  and  the  birds  and  the  flowers  returned  once  more. 
The  day  and  the  world  and  my  life  are  dreary. 

A  comparison  of  the  sentences  here  with  those  above  will 
show  that  the  clause  elements  are  more  nearly  complete 
when  all  the  predicates  are  retained  than  when  only  one 
appears.  In  other  words,  the  predicate  is  by  far  the  m'^r^t 
important  part  of  a  sentence.  Hence,  a  sentence  has  as 
many  clauses  as  it  has  different  predicates;  for,  if  it  \>'i 
rightly  constructed,  the  subjects  that  are  not  expr^svjd  are 
plainly  implied.  Moreover,  the  imperative  regularly  omits 
the  subject,  but  the  predicate  can  rarely  be  omitt';^!. 

Definition. — A  clause  is  one  of  the  predicating^  parts  of 
a  sentence  that  is  composed  of  two  or  more  suc/i  parts  or 
elements.  The  subject  of  a  clause  fnay  or  may  not  he 
expressed. 

9.  Exercise. — Decide  what  clauses  comp<^>sc  the  fnUowlny;  ^.".u- 
tences,  and  mention  the  connectives: 

1.  The  days  were  warm,  but  the  nights  were  very  col'l. 

2.  Be  very  quiet  and  listen  attentively  V)  the  tea'  her'  .  ex;,lanatioTj  .. 
8.     The  wild  geese  fly  north  when  the  flays  be'orrie  v/arrn  in  t}i#; 

spring. 

4.  The  Cossack  prince  rubbed  down  his  horse,  and  njade  for  hiin 
a  leafy  bed. 

5.  The  man  was  thoroughly  honest,  although  he  was  very  jvx/r 
indeed. 

6.  Spend  the  days  of  youth  wisely,  or  you  may  in  a^^e  regret  your 
neglect. 

7.  The  Tartar's  horse  looked  as  if  the  speed  of  thought  were  iti 
his  limbs. 

8.  I  had  heard  that  voice  before,  though  I  could  not  have  told 
where.- 

9.  Byron  died  in  Greece  when  he  was  only  thirty-six  years  old. 

10.  Sir  Isaac  Newton  proved  that  the  path  of  every  planet  must  bo 
an  ellipse. 
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FUNCTIONS  OF  CLAUSES. 

10.  Clauses  do  a  work  in  sentences  exactly  like  that 
done  by  phrases. 

1.  A  Clause  May  Have  the  Function  of  a  Koon. — In 

this  relation,  a  clause  may  be 

(a)     The  subject  of  a  sentence. 

What  became  of  Henry  Hudson  was  never  ascertained. 
After  the  horse  has  been  stolen  is  not  the  time  for  locking  the  door 
of  the  stable. 

l^hat  the  prisoner  was  'guilty  appeared  very  doubtf  uL 

{b)     The  predicate  noun. 

The  question  is,  who  was  the  inventor  of  the  steam  engine  f 
The  critical  moment  was  7vhen  he  crossed  the  Rubicon. 

(c)     The  object  of  a  verb. 

Do  you  know  when  the  train  leaves  for  Boston  t 
He  (lid  exactly  what  he  was  told, 

(ii)     The  object  of  a  preposition. 

The  child  wondered  about  why  the  sky  is  so  blue, 
{c)     In  ai)positioii  with  a  noun  or  pronoun. 
The  fact,  who  had  done  the  damage,  was  soon  known. 

2.  A  Clause  May  Have  the  Function  of  an  Adjective. 

Tlie  land  that  was  discoi'cred  was  inhabited  by  savages. 

The  spot  where  John  Brown  s  body  rests  is  in  the  Adirondacks. 

3.  A  Clause  May  Have  the  Function  of  an  Adverb. 

Tlicy  buried  him  where  he  fell. 

Husy  when  he  called,  I  could  not  see  him. 

l-'xactly  when  the  clock  struck,  our  train  started. 

The  first  clause  modifies  the  meaning  of  the  verb  buried; 
the  second,  that  of  the  adjective  busy;  the  third  modifies  the 
meaning  of  started, 

THE  RANK  OF  CLAVSES. 

I  1.  Willi  respect  to  rank,  there  are  two  relations  in 
whieh  ehiuses  may  stand  to  one  another. 

I.  Claiist^s  May  Be  of  Kcjual  IJank. — When  two  or  more 
sentences  are  united  into  one,  the  relation  of  the  clauses  in 


§15  GRAMMAR.  11 

the  resulting  sentences  is  entirely  dependent  on  the  kind  of 
conjunction  or  other  connective  word  used.  If  such  words 
as  andy  or,  but,  also,  and  others  of  the  class  called  coordina- 
ting conjunctions  are  used,  the  resulting  sentence  will  con- 
sist of  clauses  equal  in  rank^-each  clause  being  of  just  as 
much  importance  as  any  other.  Clauses  connected  by  con- 
junctions of  this  kind  are  coordinate  clauses. 

He  finished  his  work  and  received  his  pay. 

The  moon  is  not  very  distant,  but  we  shaU  never  succeed  in  reach- 
ing it. 

2.     Clauses  May  Be  of  Unequal  Hank. — Clauses  may  be 

so  joined  in  a  sentence  as  to  have  unequal  importance  as 

sentential  elements.     For  example,  a  clause  may  be  nothing 

more  than  a  noun  in  the  function  it  fills,  or  it  may  be  a  mere 

modifier,  doing  the  work  of  an  adjective,  or  of  an  adverb. 

Noun  Clause, — He  told  me  how  I  should  enter  a  room. 
Adjective  Clause. — The  castle  that  we  now  own  was  built  during 
the  period  when  Queen  Elisabeth  ruled  England, 

Adverbial  Clause. — Do  not  strike  until  the  iron  is  hot. 

In  the  first  sentence,  the  clause  is  the  object  of  the  verb 
told,  just  as  secret  would  be  in  the  sentence.  He  told  me  a 
secret.  In  the  next  sentence,  the  first  clause  modifies  the 
noun  castle,  and  the  second,  the  noun  period.  These  are 
therefore  adjective  clauses.  In  the  last  sentence,  the  verb 
do  strike  is  modified  by  the  clause  imtil  the  iron  is  hot. 

Clauses  so  used  may  generally  be  omitted  without  destroy- 
ing the  main  sense  of  the  sentence,  for  they  serve  only  to 
add  some  circumstance  or  explanation  to  the  meaning  of 
a  more  important  clause.  Such  are  called  suboi*dinate, 
dependent,  or  secondary  clauses,  because  of  their  inferior 
importance  as  sentential  elements.  The  clause  that  expresses 
the  main  thought  and  has  attached  to  it  one  or  more  helping 
or  subordinate  clause  elements  is  called  by  various  names; 
as,  principal,  leading^,  primary,  or  Independent  clause. 


SUBORDINATING  CONNECTrVHES. 

12.     The  words  used  to  unite  indep evident  with  dependent 
clauses  are  of  three  kinds: 
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1.  Subordinating:  conjunctions;  as,  if^  unless^  except^ 
provided,  lest,  because,  etc. 

2.  Conjunctive  adverbs;  os,  whetiy  while^  why y  where, 
after,  be/ore,  as,  etc. 

3.  llelative  pronouns;  as,  who,  whose,  whom,  which, 
that,  what,  whoever,  etc. 

1 3«  Exercise. — 1.  By  using  suitable  subordinating  conjunctions 
or  conjunctive  adverbs,  unite  the  following  so  as  to  form  ten  sentences 
each  containing  an  independent  clause  and  one  or  more  adverbial 
dependent  clauses: 

'  The  sun  rises. 
The  day  is  fine. 
We  are  not  welcome. 
Our  money  is  all  gone, 
^  The  game  has  been  killed. 


'We  shall  depart  - 


0.     Make  sentences  of  the  following,  and  let  each  contain  three  or 
more  clauses;  state  also  the  office  of  each  dependent  clause: 


'  whose  word  had  been  doubted^ " 
whom  the  officer  arrested^ 
Tlie  traveler,     who  smiled  so  pleasantlyy 

whoever  he  might  have  been^ 
that  we  met  yesterday^ 


wasalloived 
to  proceed. 


14.      ExKRcisE.— Mention    the   independent    and   the   dependent 
(l.iimcs  in  the  following  sentences,  and  describe  fully  the  function  of 

<'a»  li  flci)cn(lcnt  clause: 

I .     I  conchuled  from  what  he  said  that  he  had  never  been  to  Europe. 
"      When  we  were  sailing  up  the  Hudson  we  noticed  the  Palisades. 
i»      Trll  nie  what  kind  of  company  you  keep,  and  I  will  tell  you  how 
ni^ii  h  v«Mi  value  a  pure  life  and  a  g(M>d  name. 

I      Wni  k  while  the  day  endures,  for  a  night  is  coming  when  no  man 

\  AW    W  III  Iv 

•      ■•  What  Will  He  Do  With  It?"  is  the  title  of  one  of  Bulwer's 

\\      ^.lu•  •tiu^;  for  us  a  beautiful  song,  **  Comin  Thro'  the  Rye.** 

<       riv  .iMiiu'.  with'a  winning  smile,  said,  "  Come  with  me  and  I  will 

IK    w.ii  kLuI  when  he  noticed  how  the  fish  kept  their  heads  up 


I    tiki 
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9.  A  stranger  came  one  night  to  Yussouf  s  tent. 

Saying,  '*  Behold  one  outcast  and  in  dread. 
Against  whose  life  the  bow  of  power  is  bent, 
Who  flies,  and  has  not  where  to  lay  his  head." 

10.  Very  soon  the  young  philosopher  finds  that  things  which  roll  so 
easily  are  very  apt  to  roll  into  the  wrong  comer,  and  get  out  of  liis  way 
when  he  most  wants  them. 


FORMS  OF  SENTENCES. 


THE    SIMPIiB   SENTENCE. 

15.  Sentences  Have  a  T^wofold  Classification. — We 

have  seen  that  sentences  considered  with  regard  to  the  use 
that  is  made  of  them  are  divided  into  three  classes.  If  used 
to  make  a  statement,  they  are  declarative;  if  they  express  a 
question,  they  are  interrogative;  if  used  in  commanding, 
entreating,  or  wishing,  they  are  imperative.  We  have  seen 
too  that  any  one  of  these  three  classes  may  become  exclam- 
atory^ and  that  various  combinations  of  two  or  more  of  these 
uses  may  occur  in  one  sentence. 

We  come  now  to  consider  another  and  very  important 
classification — one  that  has  no  regard  to  the  use  that  sen- 
tences serve,  but  is  based  upon  their  form,  or  structure. 

16.  Tlie  Simplest  Sentential  Structure. — The  sim- 
plest possible  structure  that  a  sentence  can  have  is  the  form 
composed  of  two  words,  one  the  subject^  the  other  the 
predicate. 

Birds  fly.  Water  floivs.  Perseverance  succeeds.  Who 
came  ?     They  retreat. 

In  the  imperative  sentence,  the  subject  is  generally  omitted, 

but  if  it  were  not  clearly  implied  there  could  be  no  thought 

expressed,  and,  therefore,  no  sentence, 

( You)  Come.  ( Thou)  Beliold,  or  Beliold  thou,  ( Ye)  Go,  or 
Qioye, 

Definition. — A  simple  sentence  is  a  sentence  composed 
of  one  subject^  expressed  or  clearly  implied^  and  one  predicate. 
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17.     Other  Elements  In   a  Simple  Sentence. — The 

naked  form  of  the  simple  sentence  is  not  often  met  with  in 
actual  use;  some  other  elements  are  usually  added  to  the 
subject,  or  to  the  predicate,  or  to  both.  These  elements  may 
be  ivords  or  phrases^  but  not  clauses.  When  clauses  enter, 
the  sentence  is  no  longer  simple. 

Subject,         Modifiers.         Predicate,         Modifiers, 
many  f  continually 

beautiful  fl  v  J  ^°  ^^®  tropical  forests 

of  varied  colors 
of  sweetest  song 


Birds 


fly 


from  tree  to  tree 
of  Central  Africa 


In  the  tropical  forests  of  Central  Africa  many  beautiful  birds  of 
varied  colors  and  sweetest  song  fly  from  tree  to  tree  continually. 

Subject.       Modifiers.     Predicate.       Modifiers.     Object.  Modifiers. 

with  care,  f  his 

always,  before  ,  hardest 

,     ,  ^.  lessons  \  .     ^,    ^ 

school  time,  m  for  that 

the  morning  ^day 


Student 


that 

thoughtful       learned 

from  the  city 


lu  the  morning  before  school  time,  that  thoughtful  student  from  the 
city  always  learned  with  care  his  hardest  lessons  for  that  day. 

18.     ExERcisK.— Using  such  connectives  as  are  required,  fit  the 

following  modifiers  to  the  principal  parts  so  as  to  form  simple  sentences. 
Endeavor  to  get  the  best  possible  arrangement  and  punctuation. 


1. 

3. 

3. 
4. 

5. 


to  our  ring,  promptly, 
in  answer 


GirA  ^'^^^^^' ""'  ''''^^  ^^""^  ^^^'^^  \  came  \ 
(little,  very,  charming       f  j 

r  of  our  country,  1  f  pla3ring,  in  captiv- 

y^///;;/rt/j  ^  many,  wild,       J- may  be  seen -!  ity,  by  the  river, 
[interesting       J  I  on  pleasant  days 

_  (for  children,  the, )  .    ^wisely,  to  learn, 

I  difficult,  most       )    '  j  to  use,  how,  tim 

.    -        (under  the  autumn  sky,  with  its  great  cities, 

^  I  the,  with  its  silver  river,  before  him,  broad 

fwith  an  iron  constitution,  with  a  friendly  voice. 
He  settled  \  down,  six  feet  three  in  his  stockings,  a  kind, 

young  man,  talkative 


time 


10.  Exercise. — By  adding  word  and  phrase  elements,  expand  the 
following  simple  sentences,  as  in  the  preceding  exercise.  The  expanded 
sentence  must  still  be  simple. 
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1.  The  song  died.  The  days  passed.  The  roses  faded.  The 
time  will  come.  The  leaves  have  fallen.  The  work  has  been 
finished. 

2.  Who  discovered?  Did  Crusoe  live?  Does  his  heart 
heat?  Should  nobody  praise?  (You)  Come.  (You)  Con- 
tinue.   ( You)  Be. 

30.  ComiK>und  Members. — Two  or  more  simple  sen- 
tences may  often  be  contracted  into  one  sentence,  which  is 
itself  simple.  This  is  done  by  joining  their  like  members 
by  means  of  conjunctions. 

Subjects  Compounded, — 

IJohn  goes  to  school.  |         _  ,  j  ,•      .  ^  ^       ,.     , 

„.      .^  ^        1.     1  )■  =  John  and  his  sister  go  to  schooL 

His  sister  goes  to  school. )        "*  ^ 


Is  the    earth  round   like  a 

ball? 
Is  its  moon    round   like    a 

ball? 
Are  all  the  other  planets  and 

their  moons  round  like  a 

ball? 


i^  = 


fAre  the  earth  and  its1 
moon,    and    all    the 
other  planets  and  \ 
their  moons,  round 
like  a  ball  ? 


These  are  simple  sentences  with  compound  subjects. 
Objects  Compounded, — 


We  gathered  walnuts. 
We  gathered  chestnuts. 
We  gathered  beechnuts. 


_  j  We  gathered  walnuts,  chest- 


I     nuts,  and  beechnuts. 


\ 


Here  we  have  a  simple  sentence  ivith  a  compound  object. 
Predicate  Nouns  or  Adjectives  Compounded, — 


Mr.  Blaine  was  an  orator. 
Mr.  Blaine  was  a  statesman. 
Mr.  Blaine  was  a  patriot 

The  boy  has  been  honest. 
The  boy  has  been  truthful. 
The  boy  has  been  industrious. 


_  j  Mr.  Blaine  was  an  orator,  a  j 
~   j  statesman,  and  a  patriot.    ( 

_  j  The  boy  has  been  honest, ) 
~   j  truthful,  and  industrious.  ( 


In  the  first  of  these  sentences,  the  predicate  noun  is  com- 
pound; in  the  next,  \he  predicate  adjective  is  compound. 

Modifying  words  and  phrases,  either  adjective  or  adver- 
bial, may  be  compounded  in  the  same  manner  as  the  more 
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important  members.  If  the  sentence  containing  these  com- 
pound elements  has  only  one  predicating  verb,  it  is  a  simple 
sentence. 

Tlie  cunning  and  treacherous  visitor  arrested  by  the  guard  strongly 
and  earnestly  insisted  upon  his  innocence. 

That  handsome  boy  and  his  sister  are  always  polite  and  respectful 

in  their  bearing  towards  others. 

Simple  sentences  are  often  very  long.  There  is  one  con- 
dition necessary  in  order  that  a  sentence  may  be  simple — ^it 
must  contain  but  one  predicating  verb. 


TITE  COMPIiEX  SENTENCE. 


DEFINITION  OF  THE  COMPLEX  SENTENCE. 

21.     A  sentence   may  be  composed   of  two   clauses   of 

unc(}iial  rank. 

Vi>\\\\y  ivht^n  you  have  time.  Who  believes  that  the  earth  is 
Jhit  '  Tj11c\v  >vas  the  s>veetest  child  that  ever  brighteneti  a 
hoiiw.  II<»  ((noted  the  proverb,  ^^ Honesty  is  the  best  policy,'* 
"  Who  ore  you  /"  he  inciiiired. 

In  tlicsc  sentences  the  principal  clauses  are  in  blaek- 
facod  type,  and  the  sul)ordinate  clauses  in  Italic.  Such 
sentences  are  called  e<)ini)lex  sentences. 

A  sentence  may  contain  several  subordinate  clauses.  In 
this  case,  if  there  is  only  one  principal  clause,  the  sentence 
is  still  a  complex  sentence. 

r  luhen  the  sttn  has  gone  da^vn^ 
It  Is  dangerous  to  be  abroad  ^  and 

li'hiie  the  air  is  damp, 

>. 

While  youth  lasts        1 

and  j-  let  iis.be  happy,  if  we  can, 

our  friends  are  many,  \ 

l)<»nnItlon. — .  /  complex  sentence  is  a  sentence  consist- 
ini^  of  one  pr-incipai  clause  and  one  or  more  subordinate 
clauses. 
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33«  Exercise. — Combine  the  following  groups  of  simple  sentences 
into  complex  sentences,  and  underscore  the  principal  clause.  Change 
as  few  words  as  possible. 

1.  The  birds  go  south.  The  snow  falls.  The  weather  becomes 
cold. 

2.  The  sky  falls.  We  shall  catch  sparrows.  We  are  alive  at  that 
time. 

3.  *  •  Who  killed  Cock  Robin  ?  "  The  school  assembled.  The  master 
inquired. 

4.  He  might  become  a  scholar.  He  was  seventeen  years  old. 
Harry's  father  sent  him  to  college. 

5.  The  foolish  man  became  angry.  The  goose  laid  golden  eggs. 
He  killed  the  goose. 

33«     Exercise. — Write  complex  sentences  as  follows: 

1.  Two,  each  of  which  has  an  adjective  clause. 

2.  Two,  each  of  which  has  an  adverbial  clause. 

3.  Two,  each  of  which  has  two  or  more  clause  modifiers. 
4-  Two,  each  of  which  has  for  its  subject  a  noun  clause. 

5.  Two,  each  of  which  has  for  its  object  a  noun  clause. 

6.  Two,  each  of  which  has  a  noun  clause  used  as  the  predicate  noun. 

7.  Two  that  have  noun  clauses  in  apposition. 

8.  Two  that  have  clause  objects  of  prepositions. 


THE  COMPOUND  SENTENCE. 


BEFINITION  OP  TETE  COMPOUND  SENTENCE. 

34.  If  by  the  use  of  subordinating  connectives  clauses  be 
joined  in  such  relation  that  one  of  them  is  more  important 
than  any  of  the  others,  the  sentence  is,  as  we  have  learned, 
complex.  But  if  coordinating  connectives  be  used,  the  clauses 
joined  will  be  of  equal  rank.  If  these  coordinate  clauses  do 
not  stand  in  an  inferior  or  dependent  relation  to  some  more 
important  clause,  the  sentence  is  called  a  comiwund  sen- 
tence. 

The  simplest  possible  form  of  the  compound  sentence  con- 
sists of  two  imperative  clauses  of  which  tTie  subjects  are 
understood. 

Go  and  see.    Come  or  g^o.    Call  or  -write.    Sleep  and  rest. 
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Other  and  longer  compound  sentences  having  two  clauses 
of  equal  rank — independent  clauses  and  no  dependent  clauses, 
are  as  follows : 

Sit  still  and  study  your  lesson.  Who  met  and  repulsed  the 
enemy  ?  I  neither  know  nor  do  I  care.  The  farmer  plowed  the 
field  and  sowed  it  with  wheat  The  fanner  plowed  and  sowed 
in  the  spring.     Dare  to  do  right,  dare  to  be  true. 

# 

Compound  sentences  may  be  lengthened  by  the  addition 

of  subordinate  clauses: 

When  we  started  the  rain  was  flailing^,  but  the  sky  was 
clear  be/ore  7ve  reached  our  destination.  The  good  die  youngs  is  an 
old  sayings,  but  It  is  not  true.  Do  not  trust  him  that  makes 
many  promises,  nor  doubt  him  too  much  that  makes  few. 

Definition. — A  compound  sentence  is  a  sentence  com- 
posed of  two  or  more  indepefident  clauses^  with  or  without 

subordinate  clauses. 

Such  sentences  as  the  following  are  by  some  grammarians 

classed  as  simple  sentences  zvith  compound  predicates : 

The  winds  bie^v  and  beat  upon  that  house. 

The  ehildren  rode,  walked,  drove,  or  played  in  the  park  every  day. 

Mary  washed  the  dishes,  polished  the  silver,  and  dusted  \he  furniture. 

In  this  work,  however,  such  sentences  are  regarded  as 
coDipouud.  The  reason  for  this  is  that  the  verb  is  by  far 
the  most  important  element  in  every  sentence.  It  can  never 
be  omitted  from  a  simple  sentence,  but  any  other  element 
may  be  lacking.  The  subject  of  an  imperative  sentence  is 
re^aikirly  omitted,  while,  without  a  verb,  there  can  be  no 
sentence — no  expressed  thought.  A  sentence  is  therefore 
regarded  as  containing  as  many  clauses  as  there  are  verbs  of 
actual  predication. 

25,     Con noct i ves  May  Be  Understood . — When  we  wish 

to  unite  words  into  a  series,  it  is  common  to  omit  some  of  the 

connectives  when  they  may  easily  be  imderstood  and  supplied. 

Apples,  jK'iirs,  peaches,  and  other  fruits  are  found  in  the  market. 
lUisy,  liappy,  contented,  charminjj,  were  those  children. 

In  a  simikir  way,  the  connectives  between  clauses  are  often 
omitted;  or,  the  arrangement  of  the  clauses  may  be  such  that 
the  connective  serves  to  introduce  rather  than  to  connect ,^ 
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I  promised  him  I  would  visit  him  =  I  promised  him  that  I  would 
visit  him. 

Should  he  come  I  would  go  =  I  would  go  if  he  should  come. 

While  we  live  let  us  live  =  Let  us  live  while  we  live. 

Where  do  you  think  he  has  gone  ?     Whom  do  you  imagine  I  saw  ? 

26.  Exercise. — Write  the  following  compound  sentences  and 
underscore  the  verbs  of  the  independent  clauses.  Tell  the  office  of 
each  subordinate  clause,  and  mention  the  connectives. 

1.  Sorrow  was  dead  indeed  in  her,  but  peace  and  perfect  happiness 
were  bom. 

2.  Once  upon  a  time  a  good  many  years  ago,  there  was  a  traveler, 
and  he  set  out  ujwn  a  journey. 

3.  When  it  rained,  they  remained  within  doors;  but  when  it  was 
fine  weather,  they  wandered  all  day  long  in  the  woods. 

4.  The  sky  was  so  blue,  the  sun  was  so  bright,  the  water  was  so 
sparkling,  the  leaves  were  so  green,  the  flowers  were  so  lovely,  and 
they  heard  so  many  singing  birds  and  saw  so  many  butterflies,  that 
everything  was  beautiful. 

5.  He  called  many  times  but  there  was  no  reply,  and  when  he  passed 
out  of  the  wood  and  saw  the  peaceful  sun  going  down  upon  a  wide  pur- 
ple prospect,  he  came  to  an  old  man  sitting  upon  a  fallen  tree. 

6.  The  whole  journey  was  through  a  wood,  only  it  had  been  open 
and  green  at  first,  like  a  wood  in  spring;  and  now  it  began  to  be  thick 
and  dark,  like  a  wood  in  summer. 

7.  I  consider  the  noble  savage  a  prodigious  nuisance  and  an  enor- 
mous superstition;  and  his  calling  rum  "firewater  "  and  me  a  "pale- 
face "  wholly  fail  to  reconcile  me  to  him. 

8.  The  day  is  done,  and  the  darkness  falls  from  the  wings  of  night 
As  a  feather  is  wafted  downward  from  an  eagle  in  his  flight. 

9.  Mourn  not  for  the  owl,  nor  his  gloomy  plight ; 

The  owl  hath  his  share  of  good : 
If  a  prisoner  he  be  in  the  bright  daylight. 
He  is  lord  in  the  dark  green  wood. 

10.  For  ghosts  unseen  crept  in  between. 

And  when  our  songs  flowed  free. 
Sang  discords  in  an  undertone, 

And  marred  the  harmony ; 
•'  The  past  is  ours,  not  yours,"  they  said; 

*•  The  waves  that  beat  the  shore, 
Though  like  the  same  are  not  the  same, 

Ah,  never,  nevermore." 
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11.  Reformers  all  call  it  a  poisonous  weed. 

They  class  it  with  brandy  and  gfin, 
Physicians,  too,  tell  of  diseases  'twill  breed. 
And  ministers  preach  of  the  sin. 

• 

37.  Exercise. — Tell  which  of  the  following  sentences  are  simple, 
which  cx>mplex,  and  which  compound;  tell  also  the  kind  of  clauses,  and 
mention  the  connectives. 

1.  When  I  die,  put  near  me  something  that  has  loved  the  light,  and 
had  the  sky  above  it  always. 

2.  In  the  preface  to  his  collected  works,  De  Quincey  has  fully  defined 
his  own"  position  and  claim  to  distinction. 

8.  While  William  of  Orange  lived,  he  was  the  gpiiding  star  of  a 
whole  brave  nation ;  and  when  he  died,  the  little  children  cried  in  the 
streets. 

4.  The  place  where  shining  souls  have  passed  imbibes  a  grace 
beyond  mere  earth. 

6.  The  way  was  long,  the  wind  was  cold. 

The  minstrel  was  infirm  and  old; 
His  withered  cheek  and  tresses  gray 
Seemed  to  have  known  a  better  day. 

6.  With  smoking  axle  hot  with  speed,  with  steeds  of  fire  and  steam. 
Wide-waked  Today  leaves  Yesterday  behind  him  like  a  dream ; 
Still,  from  the  hurrying  train  of  Life,  fly  backward  far  and  fast 

-  The  milestones  of  the  fathers,  the  landmarks  of  the  past 

7.  **  To  do  the  best  for  yourself  is  finally  to  do  the  best  for  others,** 
said  the  lecturer  on  political  economy. 

H.  To  him  who  in  the  love  of  nature  holds  communion  with  her 
visible  forms,  she  speaks  a  various  language. 

9.  The  bravest  are  the  tendcrest,  the  loving  are  the  daring. 

10.  Death  is  the  end  of  life;  then  why  should  life  all  labor  be ? 


sente:ntial  analysis. 


ANAIiYSIS    OF    SIMPLE    SKXTKXCE8. 

28%    The  MeaninsT  of  '^Analysis." — The  word  afialysis 

means  "a  taking  apart";  it  is  the  opposite  of  synthesis^  **  a 

fnttillg  together/*    With  regard  to  sentences,  analysis  is  any 

idmnft  of  representing  the  relations  and  functions  of  the 

mrttv  fhraseSi  and  clauses  that  are  joined  in  sentences. 
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This  is  usually  done  by  means  of  diagrams,  and  of  these, 
many  systems  have  been  devised  by  different  authors. 

29*  Sentences  Sliould  Not  Be  Dismembered  in 
Analysis. — The  most  serious  objection  that  has  been  urged 
against  analysis  by  diagrams  is  that  nearly  all  methods  of 
analysis  so  separate  the  sentential  elements  that  the  student 
is  unable  to  put  them  together  again.  This  objection  is 
obviated  in  the  scheme  that  will  now  be  explained. 

30.  Subject  and  Predicate. — The  subject  is  enclosed 
in  marks  of  parenthesis,  ();  the  predicate  is  enclosed  in 
brackets,  [].  The  marks  of  parenthesis  and  the  brackets 
used  in  a  principal  clause  should  be  heavier  than  those  used 
in  subordinate  clauses.  When  the  subject  or  any  other  ele- 
ment is  to  be  represented  as  understood,  the  fact  is  indicated 
by  means  of  a  cross ^  X,  or  a  carets  a- 

(Birds)  [fly].  (  a)  [Make]  haste.  (X)  [Tell]  a  nie  your  secret  of  success. 
Some  mute  inglorious  (Milton)  here  [may  rest].  (Let  no  one  ignorant 
of  geometry  enter  here)  [was  inscribed]  above  the  entrance. 

31.  Predicate  Complements. — That  a  noun  or  ?i  pro- 
noun is  the  object  of  a  verb  is  indicated  by  two  parallel  lines 
below  it,  =.  If  this  object  is  a  phrase  or  a  clause, 
the  parallels  are  extended  to  include  it. 

(They)  [counted]  the  stars.      My  (sister)  [means]  to  return.      (lie) 

earnestly  [desired]  to  be  thought  honest.      The  (watchman)  [cried], 
"  Midnight,  and  Comwallis  is  taken."     '*  I  cannot  sing  the  old  sonjjcs." 

[said]  the  young  (lady). 

A  predicate  noun  or  pronoun  is  denoted  by  two  parallel 
lines  above  it,  and  a  predicate  adjective  by  a  straight  line 
above  a  wavy  line,  ^ ■^^.  The  lines  denoting  a  predi- 
cate adjective  may  be  either  above  or  below  the  adjective. 


The  (boy)  [was]  assuredly  a  gentleman.     (Cherries)  [are]  ripe.     The 


(roses)  [were]  in  bloom.      The  battle(ship)   [was]   about  to  be  tested. 


(*•  What  wiU  he  do  with  it?**)  [was]  the  question.    (They)  [seemed]  very 
tired. 


^^^^^^^^» 
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33.     Modifying^  Elements. — A  modifier  is  connected  by 
an  arrow  with  the  element  it  modifies. 


/  ^\    \      \            \     .  .  „.      T^=-  Here  boy  is  the  predicate 

(He)    Iwas]  a  manly,  intelhgent  boy.  -^            ^ 

T  — T—            I             t  «^««- 

I                   j_       j      ]33L^  Vicious  is  the  predicate 

My  (dog)    (is)  by  no  means  vicious.  adjective. 

-T t  1 t 

[~ ~Z=r~~~" n 


(Liberty),  within  due  limits,  (is]  an  inherent  right  of  ail  men. 

t I T  I  t      1 

Right  is  the  predicate  tioun^  and  denotes  the  same  thing 
as  liberty — is  only  another  name  for  the  subject. . 

33.     Independent  Elements  and  Connectives. — Inde- 
pendent elements  are  indicated  by  a  wavy  line, ,  and 

connectives  by  the  plus  sign,  +.  If  a  connective  has  any  other 
function,  this  fact  may  be  indicated  as  already  explained.  The 
following  analyses  will  illustrate  these  points: 

The  king,  (he)     lean  do]  no  wrong. 


♦ 


(Jack),  the  Giant  Killer,  [performed |  some  wonderful  exploita 

< ^^^^^^  t ^= 


John,  lean]  (you)     [explain]  to  me  the  true  cause  of  the  tides? 

t  t         ~T^ ^^  1 


r~T~7~n        I — »  ,    I        +■ 


The  (warp)  and  (woof)  of  man's  life  [arc]  past  and  future  time. 

-T-  M    ^  ^4    ^ 1 -T-  — r—      » 

[Did]    (I)  not,  sir,  carefully  [explain]  to  you  what  (I)  [wanted]? 


1__X__L_J 


In  the  first  sentence,  kifig  is  independent  hy  pleonasm;  in 
the  second.  Giant  Killer  is  inde|x^ndent  by  apposition;  in  the 
third,  John  is  inde]x,mdent  by  address. 

Besides  bein^  a  connective,  i^'hat^  in  the  last  sentence^  is 
the  object  of  wanted ;  what  I  wanted  is  the  object  of  did 
explain. 
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In  every  deed  of  mischief,  (he),  the  Spirit  of  Malevole^e,  [had]  a  head 

"T-     f    1 T-^^r^ -J  I     Ijfj= 


to  contrive,.a  heart  to  resolve,  and  a  hand  to  execute. 
T=F^  1 T=P  1 


ANAIiYSIS   OF  COMPIiEX  AND  COMPOUND 

SENTENCES. 

34.  Mapping  of  Sentences. — Accompanying  the  minute 
analysis  of  every  complex  and  every  compound  sentence  there 
should  be  a  diagram  showing  the  plan  of  its  clauses.  This 
diagram  should  be  constructed  as  follows : 

1.  An  independent  clause  should  have  2isign  of  equality 

at  the  beginning  and  the  end  of  a  heavy  horizontal  line 

indicating  the  clause ;  thus, 

-h 
= = =  The  sun  set  and  the  moon  rose. 

2.  A  subordinate  clause  should  be  represented  by  a  light 
horizontal  line,  and  should  be  separated  from  independent 
clauses  and  from  other  subordinate  clauses  by  a  sign  of 
inequality.  The  opening  of  this  sign  should  be  turned 
toward  the  clause  of  which  the  dependent  clause  is  an 
element. 

= =  -h> The  moon  rose  before  the  sun  set, 

-h      • 

<  = =    If  the  day  is  fine,  avo  shall  go. 


-h>- 


<  = =  -j         -h       Before  I  leave  I  shall  see  you,  if 

you  are  at  leisure  and  wish  me  to  come. 

3.     If  an  independent  clause  is  broken  by  one  or  more 

contained  subordinate  clauses,  the  fact  should  be  shown  as 

follows: 

=- h> < =    The  house  that  fack  built  stood  by 

the  sea. 
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Here  the  connective  that  is  represented  by  the  plus  sign, 

(  +> <  ) 

= \  +       r =    ^Yi&  meado-w  that  my  father  owned 

(     > <) 

and  in  which  the  school  house  stood  liad  a  trout  stream  fioii^ingf 
throu4[^h  it. 

<H <  = 1-> < =    When  we  said  that  we 

had  lost  our  way,  the  farmer's  'wife,  witli  a  smile  that  made 
us  feel  at  home,  invited  us  to  Stay  to  dinner. 


MODEL£l  OF  AXAIiTSIS. 

35.  If  the  student  finds  any  of  the  following  analyses 
dirticult,  he  should  review  them  frequently.  He  will  see 
their  diflicultics  clear  away  as  he  reconsiders  them  in  the 
li^lit  of  what  he  learns  after  first  stud3ring  them.  The  abil- 
ity to  solve  all  doubtful  questions  concerning  the  functions 
and  relations  of  sentential  elements  is  the  best  evidence  of 
Ihorou^di  grammatical  knowledge.  Analysis  of  sentences, 
therefore,  should  be  persisted  in  as  the  best  possible  prep- 
aration for  understanding  and  writing  good  English.  Before 
attempting-  the  detailed  analysis  of  a  sentence,  its  general 
outline,  showing  the  relation  and  kind  of  its  clause  elements, 
should  be  prepared. 


Sydney  Smith's  (name)    lis]  a  synonym  of  wit;  bnt(he)  [has  kftj 

1 ^    t    '  I t =J—  t 


n — I 


behind  him  evidences  of  far  higher  powers. 


2.   = = 


(Righteousness)    lexaltetbl  a  nation,  but  (sin)    [i8l  a  reproach  to  any  peqplA 
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jf 

-XI — z ; — ; 1 

Now  fbdee]  the  glimmermg  (landacape)  on  the  sights 

"^        I         — J  nz t 


■t-  jr 1 

And  .all  the  air  a  solemn  (stillness)  fholdsl 

Note. — The  author's  meaning  may  have  been  that  air  holds  still- 
ness^ or  it  may  have  been  the  reverse,  as  in  the  diagram. 

+ 
4.   = = =+> 


(l)  then  [let]  myself  down    and'/  [swaih]  across    the   channel 

I 


(which)   [lay]  between  the  ship  and  the  sands. 

T  '^. — ^=^ 

5.  = = =+> 


(He)   [spoke]  of  Bums :  (men)  rude  and  rough 


=hi C=^ 


[Pressed]  round  to  hear  the  praise  of  one 
+ r 


Whose  (heart)  [was  made]  of  manly,  simple  stuff. 


^ 1      I     -ti—  . 

(it)    [is]  the  ancient  feeling  of  the  human  heart,  that  (knowledge) 


71 


f 


[is]  better  thiEUi  (riches)  ^  ^  ;   and  (it)  [is]  deeply  and  sacredly  true. 


Riches  is  the  subject  of  a  clause  of  which  the  verb  and 
predicate  adjective,  are  better^  are  understood.  This  clause 
is  a  modifier  of  the  meaning  of  the  adjective  better. 
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7.  = =  +  =  - =  +> 

i     !  I     I      I    r5n_-    + 


The  (American)  [is],  for  the  most  part,  a  nomad,  (who)  rpullsl  down 
-1=—. f  1  ♦  t      ^—r-'       t 

J_-f-  n ' 


his  house  as  the  (Tartar)   [pulls]  up  his  tcntrpoles. 

■^^^=  ■L3=L__n_U^^T= 

The  connective  w/io  =  a  fid  he;  so  that  the  first  and  second 
clauses  are  independent,  and  the  sentence  is  compound. 

ai <= = = 


+    J-     ♦        -h — I  ^ 

Oft  when  the  (wine)  in  his  glass  [was]  red, 

I 


(He)   [longed]  for  the  wayside  well  insteady^; 

t I  T       I — 

+  (   )  -Jr~i        Jl       I      — \ 

And  ^  [closed]  his  eyes  on  his  garnished  rooms, 

t =T=  J 


+.  -^J=r~i 


To  dream  of  meadows  and^clover  brooms. 


t r 


A^ 


Instead  has  of  the  ii'ifie  understood  after  it.  This  word  is  in 
reality  a  prepositional  phrase,  ///  stead,  written  as  one  word. 
There  arc  many  such ;  as,  indeed,  aboard,  astern,  towards^ 
etc.     When  so  written,  they  arc  commonly  used  as  adverbs. 


9. }+> 4 +> 


+ 


I \ 


The  (world)    [will]  little  [note]  nor  long  [remember]  what  (we)    [say]  here; 


t     — r-      t 

+ 


1 


but  (it)    [can]  never  [forget]  what  (they)    [did]  here. 

The  first  Zi'Jiat  is  the  object  of  say  -li^e  say  what;  the 
second  is  the  object  of  did — tJiey  did  iK^Jiat,  In  like  manner, 
"u^hat  ice  say  here  is  the  object  of  remember,  and  what  they 
did  here  is  the  object  of  ean  forget. 


§15 


GRAMMAR. 


27 


10.  +> 


+> 


f> 


<= 


r 


I 


T 


When  (water),  not  in  very  great  body,  [runs]  in  a  rocky  bed 


1  +     I 


much  interrupted  by  hollows,  so  that  (it)   [can  rest] 

I  T 


I 


1. 


+ 


J 


every  now  and  then  in  a  pool  as  (it)    [goes]  along,  (it)  [does]  not 

— T"  t 1_f    T t     ~r"  I     "T 

[acquire]  a  continuous  velocity  o(  motion. 

t     T       I       =n=       I 


I 


11.  = +> < =+> 


+> 


--L  ,  I  .    + 


The  old  (man),  as  (he)  [nods]  over  the  solemn  verse  of  Wordsworth, 

T f  ,  J f 1 


-C — I        +    _I=~II 


[vill    recognize]  the  affinity  between   the  singer  and  the  calm  shoet 

1 ZZTT  I 

I  ■ 

^ I       -H 

(tbat}   [lay]  before  him  as  (he)   [wrote]. 


I 


T 


12.  _ 


+ 


=  +> 


1 

I0( 


TT^ 


A  wandering  haiper,  scorned  and  poor, 

, =r 


.    —I  '  ^ — — r 

(He)  [begged]  his  bread  from  door  to  door; 

t =n=' 1 

+     (    )r  1  -L  I  I 

And  \^ltnnedj,  to  please  a  peasant's  ^, 

it—ZTtz: 


The  harp  "T  a  (king)  [had  loved]  to  hear. 
^  ■ 


t 


:iti 
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13.   = 


f 


A  little  (leamii^)  [is]  a  dangerous  thing; 


+ 


I 


^ 


[Drink]  deep,  or  [touch]  not  the  Pierian  spring: 

t_^3~         t : 


J 


Deep  is  usually  an  adjective.  Here  it  is  an  adverb^  unless 
the  meaning  is  that  after  the  drinking,  the  lowered  surface  of 
the  liquid  is  deep  below  the  top  of  the  vessel  from  which  the 
drink  is  taken. 


14.  t. 


-> 


«/S^^f^»^^» 


4-       I  I  

But  (grief)  [should  be]  the  instructor  of  the  wise; 

nr-         f         r 


r 


+ 


1 


(Sorrow)  [is] knowledge :  (they)    (who)  [know]  the  most 


r  1  -J L- T~ 

[Must  mourn  J  the  deepest  o'er  the  fatal  truth, 

t I  I — '' 


f 


The  (Tree)  of  Knowledge  [is]  not  that  of  Ufa 

-n 1 I —    !>_: 


J 


\\i\.      lv\i:KrisF. — Make  clause  outlines  and  detailed  diagrams  for 

the  follow! nj^  scnU-nccs: 

1.  Indian  summer  is  caused  by  the  decay  or  slow  combustion  of 

tlie  leaves. 

2.  We  read  of  ilie  a^e  of  stone,  of  ^old,  and  of  iron;  the  world  is 
now  entenni^  tlie  aj^e  of  electricity. 

13.     I  am  nionareh  of  all  I  survey,  my  right  there  is  none  to  dispute; 
From  the  center  all  round  to  the  sea,  I  am  lord  of  the  fowl  and 

the  brute. 

4.     If  you  should  talk  to  him  of  Jacob's  ladder,  he  would  ask  how 

many  rounds  it  had. 

r>.     Habit  is  the  memory  of  the  bodily  organs. 
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6.  A  little  child  will  place  a  shell  to  his  ear  and  will  hear  in  it  the 
roar  of  the  distant  ocean. 

7.  It  is  not  linen  you  are  wearing  out,  but  human  creatures'  lives. 

8.  Roll  on,  thou  deep  and  dark  blue  ocean,  roll ; 
Ten  thousand  fleets  sweep  over  thee  in  vain. 

9.  Upon  this  hint  I  spake ; 

She  loved  me  for  the  dangers  I  had  passed. 
And  I  loved  her  that  she  did  pity  them. 

10.  And  my  soul  from  out  that  shadow  that  lies  floating  on  the 

floor, 
Shall  be  lifted  nevermore. 

11.  On  a  lone  ban  en  isle,  where  the  wild  roaring  billows 

Assail  the  stern  rock,  and  the  loud  tempests  rave. 

The  hero  lies  still,  where  the  dew-dropping  willows 

Like  fond  weeping  mourners  lean  over  his  grave. 

12.  The  reward  for  discharging  one  duty  is  the  power  to  perform 

another. 

18.  The  unwearied  sun  from  day  to  day 

Does  his  Creator's  power  display, 
And  publishes  to  every  land 
The  works  of  an  Almighty  hand. 

14.  If  you  wish  information  and  improvement  from  the  knowledge 
of  others,  and  at  the  same  time  express  yourself  as  firmly  fixed  in  your 
present  opinions,  modest,  sensible  men,  who  do  not  love  disputation, 
will  probably  leave  you  undisturbed  in  possession  of  your  error. 

15.  He  had  some  ingenious  men  among  his  friends,  who  amused 
themselves  by  writing  little  pieces  for  this  paper,  which  gained  it 
credit  and  made  it  more  in  demand,  and  these  gentlemen  often  visited 
us. 

16.  Friends,  Romans,  countrymen,  lend  me  your  ears; 
I  come  to  bury  Caesar,  not  to  praise  him. 

The  evil  that  men  do  lives  after  them ; 
The  good  is  oft  interred  with  their  bones. 

17.  •'  Good-bye  "  is  only  a  shortened  form  of  ••  God  be  with  you.' 

18.  Self-reverence,  self-knowledge,  self-control, 
These  three  alone  lead  life  to  sovereign  power. 
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(PART  a) 


THE  PARTS  OF  SPEECH. 


THE  J^OirN"— ITS  SUBDIVISIONS. 

1 ,  Classes  of  Nouns. — Any  word  or  expression,  whether 
long  or  short,  that  is  used  in  speech  or  writing  as  the  name 
of  anything,  is  a  noun. 

Nouns  are  divided  into  two  great  classes: 

1.     Common  Nouns.  2.     Proper  Nouns. 


COMMON  NOUNS. 

2.  Generic,  or  Class  Names. — Most  of  the  nouns  in  our 
language  are  class  names;  that  is,  names  applied  in  common 
or  in  general  to  things  of  the  same  kind.  The  word  com- 
mon  is  derived  from  two  words  meaning  '* bound  together." 
The  things  denoted  by  a  common  noun  are  united  or  bound 
together  into  one  group  by  certain  likenesses — certain  com- 
mon qualities.  Thus,  the  word  boy  is  not  a  name  given  to 
one  particular  thing  and  to  no  other;  it  is  a  name  of  any  one 
of  a  great  genus^  or  class  composed  of  millions  of  objects  that 
are  alike  in  certain  particulars.  These  class,  or  generic 
names  are  common  nouns. 

Definition. — A  common  noun  is  a  noun  used  to  name  a 
class  of  things. 

§16 
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3.  Classes  of  €k>ininon  Kotins. — Common  nouns  have 
been  variously  subdivided,  but  all  of  them  may  be  included 
under  two  great  classes,  as  follows: 

I.  Names  of  Things  Sensible. — ^This  class  comprises 
the  names  of  substances  that  are  material,  and  are,  there- 
fore, capable  of  being  perceived  by  the  senses;  as,  tree^ 
horst\  sotaid,  brighttiess,  sourness^  weighty  roughness,  odor, 
fragrance, 

II.  Names  of  Things  Rational. — This  group  includes 
the  class  names  of  all  things  that  are  merely  conceived  or 
thought  of  as  existing,  and  cannot  be  recognized  by  the 
direct  aid  of  any  of  the  senses;  as,  goodness,  truth,  absence, 
nearness,  mind,  thought,  loss,  fear,  regret, 

vSoiiie  of  the  nouns  belonging  in  these  classes  have  been 
groii^xid  as  follows: 

1.  Collective  Nouns, — These  are  sometimes  called  nouns 
of  multitude^  because  they  denote  many  things  united  and 
thought  of  as  in  one  group;  as,  army,  jury,  cofigress,  flock, 
nation,  tribe,  regiment,  family, 

2.  Abstract  Nouns.  — These  arc  words  that  name  qualities 
considered  apart  from  the  objects  that  have  the  qualities, 
conditions,  or  states — without  notice  of  the  things  in  which 
the  qualities  belong ;  as,  redness,  drowsiness,  fatigue^  keenness. 
Some  abstract  nouns  are  words  that  name  relations  inde- 
pendently of  the  things  related;  as,  nearness,  superiority, 
promptitude,  brevity,  area.  These  nouns  are  so  called 
because  they  name  something  drawn  away  or  abstracted 
from  the  real  things  that  have  the  quality,  state,  or  rielation. 
Thus,  we  may  think  about  length  or  color  or  honesty  or 
distance  or  sadness  without  considering  with  attention  any 
sensible  objects  that  have  such  qualities.  Other  examples 
are  rudeness,  solidity,  brevity^  reason,  beauty,  absence,  for- 
getfuhiess,  roundness,  silence,  emptiness,  quality,  number, 
steadiness. 

W.  ]\'rhal  Nouns. — Some  words  that  are  made  from  verbs 
are  used  to  name  actions,  just  as  tree  and  moon  name  real 
tilings. 


§  10  GRAMMAR.  3 

Walking  IS  better  exercise  than  riding.  My  having  been  arrested 
counted  against  me.  Seeing  is  believing.  Sewing,  cooking,  and 
dressmaking  are  now  taught  in  some  schools. 

Verbal  nouns  are  really  abstract  nouns,  for  they  name 
action  apart  from  the  actor,  just  as  goodness  is  the  name  of 
something  thought  of  as  separated  from  an  object  that  is 
good, 

4.  Other  Xouns  Regrarded  as  Cominon. — A  common 
noun  has  been  defined  as  a  name  applied  to  a  class  of  things, 
but  there  are  many  nouns  that  do  not  name  classes  and  yet 
are  usually  regarded  as  common  nouns.     Such  are : 

1.  The  names  of  the  sciences ;  as,  chemistry^  astronomy ^ 
physics. 

2.  The  names  of  diseases;  as,  cholera^  pneumonia^ 
scarlatina, 

3.  The  names  of  drugps  and  chemicals;  as,  quinine^ 
bromine^  phenacetin. 

Indeed,  there  is  much  confusion  among  authors  in  classi- 
fying nouns,  but  it  is  a  matter  of  little  practical  consequence. 
The  only  really  important  matter  is  that  the  student  shall  be 
able  to  know  with  certainty  that  a  certain  word,  on  account 
of  the  work  it  does,  is  a  noun. 


PROPER  NOUNS. 

5.  Nearly  all  the  objects  that  we  think  and  talk  about 
belong  in  some  class  or  other,  and  when  we  wish  to  refer  to 
them,  their  class  names  arc  generally  definite  enough.  If 
for  any  reason  it  is  necessary  to  specify  more  particularly  a 
thing  that  belongs  to  one  of  these  classes,  we  may  do  so  by 
pointing  to  it,  or  by  joining  modifying  words  to  its  class 
name.  Thus,  we  may  say,  that  large  red  apple,  the  tall 
man  ivith  black  hair,  the  largest  city  ///  the  ivorld.  But 
this  IS  not  always  satisfactory.  We  may  wish  to  send  a 
letter,  money,  or  other  object  to  some  man  living  and  mov- 
ing about  among  millions  of  other  meu  in  some  great  city. 
It  is  often  necessary  to  distinguish  one  thing  very  clearly 
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from  every  other  in  its  class.  This  can  be  done  better  than 
in  any  other  way  by  giving  it  a  name  of  its  own;  as,  Boston^ 
Jul}\  Ilctiry  Clay^  William  McKinley,  Such  names  are 
l>roper  nouns;  they  are  so  called  from  the'  Latin  word 
proprius^  meaning  **  one's  own."  A  proper  noun  is  usually 
set  apart  for  the  purpose  of  naming  one  person  or  other 
object;  and  if  its  work  is  to  be  done  perfectly,  the  name 
must  be  used  for  no  other  purpose.  A  common  noun  dis- 
tinguishes one  class  from  every  other  class,  \yhile  a  proper 
noun  is  intended  to  distinguish  one  thing  from  every  other 
thing. 

Definition. — A  i>ropep  noun  is  a  noun  used  as  a  speeial 
or  an  individual  name, 

0.  l*r<)[K'r  Xouns  Used,  as  Common  Nouns. — A  noun 
that  is  strictly  i)n)ix)r  cannot  be  preceded  by  ^  or  an^  for 
tiicsc  modifiers  ini])ly  that  the  word  before  which  one  of 
tlicin  is  pliiccd  names  a  class  of  things.  Thus,  a  Clay,  a 
Lincoln^  a  Boston^  denotes  that  there  is  a  class  of  Clays,  of 
Li)i coins,  and  of  Bostons.  When  preceded  by  a  or  an,  these 
words  should  be  called  common  nouns. 

The  folic )win<4-  sentences  ilhistrate  this  usage;  and  the 
nouns,  although  really  common,  retain  their  capitals: 

A  Daniel  conic  to  jiulj^mient.     Some  mute  inglorious  Milton  nere 

mav  rest,     lie  is  a  veritable  Hercules. 


TNI  LK(  TIOXS    OF    THE    NOUX. 

7.     Deflnit  i<Mi  of  Inflection. — The  word  inflection  is  one 

that  is  much  used  in  grammar.  It  comes  from  two  Latin 
words  that  mean  '*in"  and  **a  bending";  it  denotes  that 
somethinj^  is  bent  or  chan<;ed  from  one  form  or  condition  into 
another.  Thus,  we  s]x,'ak  of  the  ifi  fleet  ions  of  the  voice,  mean- 
ing its  chan<^a'S  from  certain  tones  to  others  that  are  higher 
or  lower.  As  used  in  grammar,  inflection  signifies  those 
changes  in  the  form  of  a  word  that  come  from  changes  in  its 
use  or  meaning,     (icncrally,  but  not  always,  inflections  are 
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variations  or  additions  at  the  end  of  a  word;  and  the  simplest 
or  most  commonly  used  form  of  a  word  may  be  called  its 
inflectional  base. 

The  following  will  illustrate  what  is  meant  by  the  inflection 
of  nouns: 

Uninflecied. — ^The^^ate.  The  ^^/A/ ran.  The  i«<7i/j^  plays.  The 
goose  flies. 

Inflected,-— Th^  boys  &Xj^,  The  chtldvenvsin.  The  mice  play.  The 
^eese  fly. 

_,     imouse^s)  ^  _,     {gooseys    )    •. 

Definition. — An  inflection  of  a  word  is  cu  change  in  its 
form  made  in  consequence  of  a  difference  in  its  meaning  or  use. 

8.  Nouns  Have  Three  Kinds  of  Inflections. — Nouns 
are  inflected  for  three  purposes; 

1.  To  Denote  Number. — That  is,  to  show  whether  a  noun 
signifies  one  of  the  objects  it  names,  or  more  than  one  of  them ; 
as,  horse y  horses ;  churchy  churches ;  ox^  oxen ;  die,  dice ;  etc. 

2.  To  Denote  Sex. — Many  nouns  have  one  form  for  males 
and  another  for  females.  This  distinction  is  not  always  made 
by  a  real  inflection  or  change  of  form;  but  when  it  is  so  made, 
the  inflectional  base — the  uninflected  form — denotes  the  male 
sex,  and  the  inflected,  or  changed  form  denotes  the  female 

Thus,  lion^  actor ^  county  marquis^  negro ,  arc  uninflected 
forms,  and  they  name  males ;  lioness,  actress,  countess,  mar- 
chioness^ negresSy  by  means  of  inflection,  name  females. 

3.  To  Denote  Case.  — This  is  the  relation  in  which  a  noun  or 
any  substitute  for  a  noun  stands  to  other  words  in  a  sentence. 
While  there  are  several  different  relations  that  nouns  may 
have  in  sentences,  and  therefore  several  cases,  there  is  only 
one  case  that  is  shown  by  inflection.  This  is  the  one  that 
denotes  possession  ;  as,  fohn's  hat.  There  are  several  differ- 
ent relations  that  are  shown  by  this  case.  Among  them  are 
origin;  2^%^  the  sun's  rays :  attachment  ov  adjunct ;  as,  man's 
duty^  the  earth's  weight :  etc. 
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9.  Another  Function  of  Xoans. — ^When  a  notm  is  so 
used  in  a  sentence  as  to  name  or  denote  the  speaker^  the 
person  spoken  to^  or  the  person  spoken  ^  it  is  sometimes  said 
to  be  inflected  for  i>erson.  This,  however,  is  not  an  inflec- 
tion at  all,  for  an  inflection  is  a  change  of  form.  This  func- 
tion of  nrjuns  is  shown  by  other  words  in  the  sentence — the 
context.  The  noun  itself  remains  unchanged,  whether  it 
denotes  the  speaker,  the  person  addressed,  or  the  person  or 
thin^  spoken  about  in  the  sentence.     Thus^ 

Speaking. — I,  John,  saw  iL 
Addressed. --John,  cf^me  here. 
Spoken  oj. — I  uii:l  John. 

For  convenience,  however,  it  is  usual  to  say  that  nouns 

have/c'//r  inflections. 

1  ().  Special  Xames  of  Inflections. — Of  the  eight  parts 
of  s:vech,  five  either  reallv  have  inflection  or  are  said  to  have 
it.  When  some  or  all  of  the  inflections  of  any  part  of  speech 
are  arrani.'^ed  in  an  orderly  way,  the  collection  has,  for  that 
particular  class,  a  sjx^cial  name. 

1.     Xouns  and  pronouns   have   declension — ^we   decline 

them. 

•2.  A(//teti:'i'S  and  adverbs  have  comparison — we  com- 
pare til  cm. 

;>.     /  \  rbs  have  conjugation — we  conjugate  them. 

The  rcmainiii,^^  parts  of  speech  arc  not  inflected;  they  have 
forms  that  never  var\'  whatever  chanji^e  may  occur  in  the 
wav  thcv  arc  used  in  sentences.  They  arc  said  to  be  unin- 
llectcd  or  InvariabU*. 

1  1.     Kinds  ofClian^e  in  Inflected  Words. — There  are 

tlircc  meth(K]s  of  ^grammatical  iiillection: 

1.  /)']'  Suffixes, — As,  bow  boy^^x  ox,  ^uen  ;  god^  goddess; 
■////</.  <V//A/i'<*"«  This  is  the  methcnl  most  in  use  in  inflecting 
Knuli>^^^  words.  Inflection  by  sufhxes  often  requires  some 
chanue  in  the  inflectional  base.  Thus,  tiger,  W^rcss;  duke, 
K\w\\ess:  o^'A  <-"iv.x 

*>  /V|'  (yiange  Within. — This  method,  by  change  within 
1  -  \hk1v  of  the  word,  is  much  less  common  than  the  first, 
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and  it  occurs  most  frequently  among  certain  verbs;  as  run, 
ran  ;  sing,  svLUg,  sxxng.  Of  nouns,  we  have  examples  in  man, 
men;  mouse,  mice;  tooth,  teeth ;  foot,  feet. 

A  combination  of  the  first  and  second  methods  is  frequent; 
as  s/ay,  j/ew,  s/ain  ;  brother,  brethren. 

3.  By  Different  Words, — As,  witch,  wizard ;  boy,  girl ; 
am,  is,  was  ;  I,  we ;  he  goat,  she  goat ;  man  servant,  maid 
servant. 

As  has  been  said,  this  is  not  inflection ;  but,  as  a  matter  of 
mere  convenience,  grammarians,  with  but  few  exceptions, 
treat  it  as  a  real  inflection. 


lOJMBER  IN  NOUNS. 

12.  Definition  of  Number. — Whether  a  noun  means 
one,  or  more  than  one,  of  the  objects  it  names,  is  known  from 
one  or  both  of  two  facts: 

1.  Its  form ;  as,  men,  houses,  trees, 

2.  Its  use;  as,  The  sheep  Is  black.  The  sheep  are 
mine.      T/iat  llsh  Is  dead.      These  fish  are  salmon. 

Definition. — The  number  of  a  word  is  that  form  or  use 
of  it  by  which  it  denotes  one  or  more  than  one. 

Definition. —  The  sing^ular  number  of  a  word  is  that 
form  or  use  of  it  by  which  it  deflates  one. 

Definition. —  77/f  plural  number  of  a  word  is  that  form 
or  use  of  it  by  which  it  denotes  more  than  one. 

13.  Rules  for  Forming:  the  Plural  of  Nouns. — Many- 
nouns  are  arbitrary  in  the  formation  of  their  plurals,  and  for 
this  reason  cannot  be  brought  under  the  operation  of  any  rule. 
The  following  rules,  however,  include  most  English  nouns: 

I.  ~  General  Rule. — Most  nouns  form  their  plural  by  add- 
ing s  or  es  to  the  singular. 

star,  stars;  do.x\  boxes;  church,  churches. 

The  ear  is  nearly  always  a  sure  guide  in  determining 
whether  s  should  be  added  or  whether  es  is  required.  The 
following  cases  should  be  noted : 
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II.  Special  Rules, — 1.  Nouns  ending  {a)  in  s,  sh,  x,  z, 
eh  soft^  and  some  ending  {b)  in  o  after  a  consonant^  are 
phiralized  by  adding  es ;  as,  mass^  tnasses;  lash,  lashes;  sex, 
sexes;  topaz,  topazes. 

Some  examples  of  {V)  are  calico,  tornado,  torpedo,  innu- 
endo, virago,  mulatto,  stiletto,  wo,  potato,  mango,  cargo,  echo, 
hero,  negro,  embargo,  buffalo,  etc.  Many  words  of  this  kind 
take  only  s ;  as,  canto,  junto,  grotto,  solo,  quarto,  tyro, 
octavo,  bravo,  nuncio,  embryo,  portico,  etc. 

'2.  Xouns  in  y  preceded  by  a  vowel  add  9\  as,  chimney, 
volli'V,  whiskey,  money,  key,  play,  viceroy,  alley,  monkey, 
guy.  etc. 

\\,  Xouns  ending  in  y  preceded  by  a  consonant  change  y 
into  i  and  then  add  €*s ;  as,  fly,  ally,  sity,  etc. 

4.  Some  NOUNS  cNdiNg  in  for  fe  cliange  the  t  into  v,  and 
then  add  es;  as,  thief,  wife,  life,  wolf,  sheaf  beef,  loaf, 
caU\  half,  leaf  elf,  knife,  shelf  self,  etc. ;  wharf  and  staff 
have  in  the  plural  zoharves  or  wharfs,  and  staves  or  staffs. 
C  Others  in  f  and  fe  add  s  alone;  as,  flfe,  gulf,  etc. 

5.  Compounds  generally  pluralize  the  modified  part;  as, 
broihcrS'iU'law,  corner-stones,  wagon-loads,  etc.  When  the 
elements  of  the  compound  are  closely  associated,  the  s  is 
put  at  the  end;  as,  graveyards,  pineapples,  forget-me-nots, 
spoofifuis. 

().  Letters,  numerals,  and  arbitrary  characters  are  gener- 
ally phiralized  by  taking  N;  as,  U*s,  A's,  +*J,  ^     *s. 

7.  The  phirals  of  proper  noinis  arc  generally  formed 
regularly  ;  as,  the  Dr  BroiK'fis.  But  we  may  say,  the  Messrs, 
Ihncard,  the  Doctors  King,  the  tzoo  Jliss  Joneses,  or  the  two 
Misses  Jones.  The  names  of  two  or  more  ])ersons  each  of 
whom  has  the  same  title  are  phiralized  tluis:  Generals 
Grant  and  Sherman:  the  Misses  Jones,  Smith,  and  Braiun 
(if  unmarried);  Mesdames  Jones,  Smith,  and  Brown  (if 
married);  Jfessrs.  Bray  and  Mar/in. 

XA-m     KxKRriSK. — 1.     Use  in  sentences  the  ])lurals  of  the  following 
^....,v      mont'V,  ihvarf,  hero,  tomato,  ^as,  roof,  chcikcr-boant,  penny. 
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« 

2.  Write  five  sentences  each  containing  a  noun  shown  by  its  form 
to  be  plural. 

3.  Write  five  sentences  each  containing  a  noun  shown  by  its  use  to 
be  pluraL 

4.  Find  out  which  of  the  following  are  singular  and  which  plural: 
news,  wages,  politics,  means,  riches,  alms,  measles,  victuals,  scales, 
dregs,  scissors,  committee,  audience. 

5.  Write  the  plural  of  handful,  knight -templar,  rose-tree,  mother- 
superior,  court-martial.  Miss  Alexander,  postmaster-general,  Mrs. 
Ewing. 


GEXDER  IN  XOUNS. 

15.  How  Words  Denote  Sex. — The  distinction  of  sex^ 
whether  real  or  imagined  in  the  things  denoted  by  nouns, 
is  made,  if  made  at  all,  in  the  following  ways: 

1.  By  the  form,  or  by  the  vteaning,  of  words;  as,  empress, 
girl,  ruffian,  ivitch,  woman. 

2.  By  the  use  made  of  other  words,  or  by  the  context;  as, 

When  the  sun  exerted  his  power,  the  moon  shed  her  beams  in  vain. 

Animals  alone  have  sex  in  the  usual  sense ;  and  with  the 
exception  of  the  highest  classes  of  these,  their  sex  is  not 
generally  regarded  as  of  sufficient  importance  to  be  noted 
in  language.  The  young  of  human  kind,  and  even  adults, 
are  often  spoken  of  exactly  as  if  they  were  without  sex. 
Thus,  we  say: 

The  child  had  finished  its  sleep.  The  members  of  the  party  enjoyed 
themselves  at  the  picnic. 

16.  Sex  and  Gender. — The  student  must  carefully  dis- 
tinguish between  sex  and  gender.  The  former  is  a  character- 
istic of  living  beings,  the  latter  of  words.  Thus,  the  word 
man  has  g^ender,  and  the  object  named  by  the  word  has  sex. 

Definition. —  The  g^ender  of  a  word  is  that  form  or  use 
of  it  by  zvhich  it  denotes  sex. 

Definition. —  The  mxxsQxxWvLe  gender  is  that  form  or  use 
of  a  ivord  by  ivhich  it  denotes  the  male  sex. 

Definition. —  The  feminine  gender  is  t/iat  form  or  use  of 
a  word  by  which  it  denotes  the  female  sex. 
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Definition. — The  xkexkXj^T  gender  is  that  form  or  use  of  a 
word  by  which  it  denotes  the  absence  of  sex. 

Definition. —  The  common  gender  is  that  form  or  use  of 
a  word  t/iat  renders  the  sex  indefinite  or  uncertain. 

17.  Gender  l)y  Form  or  Meaning:. — There  are  two 
mcthcxls  by  which  gender  is  denoted  hy  form: 

1.  By  Gender  Suffixes. — The  endings  ess,  en,  ine,  trix, 
ster,  and  a  usually  denote  that  the  word  is  of  the  feminine 
gender.  When  these  suffixes  are  added  to  the  masculine 
form,  some  modification  in  spelling  is  usually  necessary. 

Masculine. —  Baron,      actor,     master,  executor,      hero,     signer. 
Iw  mi  nine. — Ihironess,  actress,  mistress,  executrix,  heroine, signora. 

2.  By  Gender  Prefixes. — By  prefixes  or  separate  modi- 
fiers, such  as  man,  woman,  male,  female,  he,  she,  expressions 
denoting  gender  are  formed. 

Mast  u  I  inc. — Man  servant,       cock  robin,       he  goat,        menfolk. 
Feminine. —  Maid  servant,      hen  robin,      she  goat,     womenfolk. 

Hy  their  mea^iing,  without  respect  to  form,  words  may 
denote  sex. 

Masculine. —   Man,     monk,     ncphcic,     husband,    wizard,    uncle. 
Feminine.    -    Woman,  nun,         niece,  wife,  witch,       aunt, 

1  8,  («i»n(ler  by  Tse  or  Context. — There  are  two  prin- 
ci])iil  varieties  of  this  method  of  denoting  gender: 

1.  Things  having  sex  arc  often  denoted  by  words  that 
do  not  indicate  any  particular  sex.  In  such  cases,  other 
wx>!\ls  in  the  sentence  may  show  the  sex. 

Tho  elephant  performed  his  task.  Tlie  robin  attacked  lier 
onomios.     Tlic  governor  married  one  of  his  clerics. 

4.  Tilings  without  sex  may  be  personified :  that  is,  they 
mav  l>c  siH^kcn  of  as  if  they  were  persons.  This  is  often  done 
in  ]VM>trv.  C>bjccts  characterized  by  energy,  strength,  great 
siTO.  orviolonvH^aR*  re])resented  as  masculine;  those  conceived 

>'  jjv  tersk^n  rofiti^^^U  weak,  beautiful,  or  gentle  are  treated 

-cv  ♦>tfft?/»«'.    Thus, 
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I,  vriHter,  &  flood.  &.  river  during  a 

'cei.  actions  characterized  by  rage, 


Masculine.— fii&  sun,  t 
{flood,   a  mountain,  the  va 
or  violence,  such  a 
Fiminine. — Spring,  a  ship,  a  balloon,  the  moon,  many  of  the  more 
e  and  'Oeaxs.tibii  fiowifs,  such  as  the  Illy,  violet,  rose,  etc.,  cities 
('and  countries. 

19.  Omission  orFemliilne  Distinctions. — There  is  an 
[increasing  tendency  to  omit  the  distinctions  that  mark  the 
f  feminine  gender.  This  is  especially  the  case  with  prefixes 
I  and  sufSxes.  Thus,  we  apply  to  both  males  and  females 
I  sucli  words  as  servant,  doctor,  artist,  poet,  ckrk,  executor, 
I  minister,  citisen. 

Indeed,  the  inflection  for  gender  is  of  very  little  impor- 
l  tance  in  grammar;  and,  with  the  lapse  of  time,  it  is  being 
e  and  more  ignored.  As  illustrations  of  the  truth  of  this 
statement,  it  may  be  remarked  that  must  grammarians  reject 
the  common  gender,  and  many,  the  neuter  gender.  The 
need  for  them  has  been  much  diminished  since  parsing  has 
eased  to  be  regarded  as  an  important  grammatical  exercise. 

20.  Gender  of  Propev  Names. — There  are  many  pairs 
I  of  proper  names  similar  in  form  for  the  two  sexes ;  as,  Julius, 
I  Julia ;  Charles,  Caroline  or  Charlotte  (Latin,  Carolus, 
T  Carolina) ;  William  (German,  Wilhelm),  Wilhelmina  ; 
y  Henry,  Henrietta. 

21.  EXBRasF..— 1.  Write  tbe  feminine  fnrms  of  abdot,  gander, 
Joseph,  master,  bachelor,  marquis.  John,  cninl,  h^ir,  leslalar,  Paul, 
sir,  exar,  sultan,  horse,  hing,  Augustus,  earl,  drake,  colt,  hart, 
ZM»«j(Luke),  buclt,  ram,  shepherd,  ifuis,  monk,  friar,  widower, 
priest,  Cornelius,  lad,  bridegroom,  beau,  merman,  mate,  peacock, 
landlord,  tiger,  Francis. 

8.  Compose  sentences  personifying  the  following  words  in  such 
way  as  lo  show  gender:  Rome,  Columbia.  ••Maine"  (battle-ship), 
Spain,  ocean,  Tiber,  earth,  inuon,  sun,  jeinler.  May,  December,  and 
[  the  planets  (•'c«uj,  Earth,  Jupiter.  Saturn,  Mars. 


PERSON   IN  NOiras. 


Definition. — Persons  in  grammar  are  those  relations  ami 
\lises  oj  words  by  which  the  speaker,  the  hearer,  and  the  person 
mor  iking  addressed  are  distingnished  from  one  anottu 
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Dcftnltlon. —  The  first  person  is  tliat  relation  or  use  of  a 
zuord  by  lohich  it  denotes  the  speaker. 

I,  William  McKinlcy^  do  hereby  appoint,  etc.  We,  the  under- 
signed^ etc. 

Dofliiitioii. —  The  second  person  is  tliat  relation  or  use  of 
a  ivord  by  lohieh  it  denotes  the  person  or  thing  addressed. 

Thou,  God,  seest  me.  Ye  crags  and  peaks,  I'm  with  you  once 
again.' 

Definition. — The  tJiird  person  is  tliat  relation  or  use  of  a 
word  by  lohich  it  denotes  the  person  or  thing  spoken  of. 
The  people  told  the  sexton  and  the  sexton  tolled  the  belL 

22.  Pei-son  of  a  Subject  Noun. — Strictly  a  noun  used 
as  the  subject  of  a  verb  is  in  the  third  person,  even 
thouufh  it  names  the  speaker  or  the  hearer.  For  one  may 
speak  about  himself  or  his  hearer  as  if  each  were  a  third 
party  and  absent. 

Tlius,  Brown  may  Sciy  of  himself,  **  If  Broiun  is  summoned, 
he  will  surely  [^o.**  **Ismy  o\^  friend  [addressing  him], 
the  doctor,  still  enjoying  life  ? "  Here  Brown^  friend,  and 
doc  lor  are  in  the  third  person. 

2l\.     K\i  ki  isK. — Tull  the  person  of  each  italicized  word: 

1.      ( '(f/j/rifdis,  leave  ///r  here  a  little,  while  as  vet  'tis  earlv  morn  : 
T.eave  ///<'  here,  and  wlien  yoi/  want  me,  sound  upon  the  bugle- 

horti. 

■ 

;;.»  ().  mother,  your  hoy  that  speaks  to  you  now  is  so  sorry;  forgave 
//////,  and  Iw  will  never  vex  his  dear  mother  in  the  same  luay  again. 

\\.  We  are  such  stuff 

As  dreams  are  made  of,  and  our  little  life 
Is  rounded  with  a  sleep. 

-1.  And  /have  loved  thee,  ocean  :  and  my  joy 

Of  youLliful  sports  was  on  thy  breast  to  be 
Horne  like  tliy  hubbies  onward;  fnMU  a  boy 
I  wantoned  with  thy  breakers — they  to  me 
Were  a  delight:  *»*»»#»*»»» 

j^  Who  nohle  rv/^A'  by  noble  means  obtains, 

i)r.  faihnjLC,  smiles  in  e.xile  or  in  chains. 
Like  j;«M>(l  Aurelius  let  him  reij>(n,  or  bleed 
l.\ke  Socrates,  that  man  is  great  indeed. 
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CASE  IN  NOUNS. 

34.  Meaning:  of  the  Word  "  Case."— The  student  has. 
already  learned  that  a  noun  or  a  pronoun  may  be  related  in 
a  number  of  different  ways  to  other  words  in  a  sentence; 
that  is,  it  may  fill  various  uses  or  functions.  For  example, 
a  noun  may  be  the  subject^  the  predicate  noun^  the  object  of  a 
verb  or  of  a  preposition,  and  it  may  fill  other  offices.  •These 
several  uses  of  nouns  and  pronouns  in  helping  to  express 
thought  make  up  the  eases  m  grammar. 

Among  all  the  cases  of  English  nouns,  there  is  found  only 
one  real  inflection  or  change  from  the  ordinary  simple  form 
of  the  word — from  the  inflectional  base.  This  is  in  the  form 
by  which  ownership,  origin,  or  adjunct  is  denoted ;  such  as, 
a  boy's  hat,  the  girl's  story,  Rome's  greatness.  Of  the  case 
relations  of  the  noun,  this  is  the  one  relation  that  may  be 
known  by  \ts  form;  all  other  cases  must  be  inferred  from 
the  way  the  noun  is  used — its  relation  to  other  words. 

The  word  case  is  from  the  Latin  casus,  which  means  *  *  a 
falling."  In  that  language  there  were  iormerly  seven  cases: 
of  these,  there  was  one  that  depended  for  its  form  on  no  other. 
This  was  the  nominative,  the  form  that  merely  names.  Since 
this  case  form  could  stand  alone,  as  if  erect  and  independent, 
while  the  others  appeared  only  in  sentential  structure  and  in 
dependence  on  other  words,  the  nominative  was  called  the 
erect  or  upright  case  {casus  rect2is).  From  it  the  others — the 
oblique  cases — were  formed ;  they  fell  from  it — were  cases 
of  it.  From  this  notion  that  the  other  cases  decline  (lean 
aivay)  from  the  nominative,  came  the  word  declension, 
which  in  grammar  means  an  orderly  arrangement  showing  the 
nominative  or  erect  form  and  the  oblique  or  declined  cases. 

In  the  sense  that  case  is  a  falling,  the  nominative  is  not  a 
case  at  all ;  but  this  curious  use  of  the  word  case  has  been 
extended  in  grammar  to  include  all  the  relational  forms  and 
uses  of  nouns  and  pronouns. 

Definition. — Case  in  grammar  is  that  form  or  use  of  a 
noun  or  pronoun  by  which  its  relation  toother  words  in  a  sen- 
tence is  shown. 
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36.  Number  of  Cases. — Most  grammarians  consider 
that  English  nouns  have  three  cases:  the  nominative,  the 
possessive,  and  the  objective.  These  include  all  the  func- 
tions or  relations — about  a  dozen — that  are  filled  by  nouns 
and  pronouns  in  English  sentences. 

36.  The  Nominative  Case. — The  word  nominative 
means  ** naming."  The  singular  of  every  noun  in  the  nom- 
inative case  is  the  form  that  is  always  named  in  a  dictionary 
where  the  word  is  to  be  defined,  or  where  we  merely  mention 
the  name;  as,  man^  tree^  mountain.  From  this  singular 
nominative,  the  plural  nominative  is  formed  by  the  rules 
already  given.  Thus,  men^  trees^  mountains^  are  the  forms 
of  plural  nominatives. 

But  since  the  objective  forms  of  nouns  are  exactly  like  the 
nominative  forms,  both  in  the  singular  and  in  the  plural, 
these  cases  must  be  recognized,  not  by  their  /orms,  but  by 
their  work  or  function  in  sentences. 

The  most  frequent  and  important  use  of  the  noun  is  in  the 
relation  of  subject  to  a  verb  that  predicates;  that  is,  those 
verb  forms  that  are  called  Jinite — the  verb  forms  that  state, 
question,  or  command. 

[There  are  certain  forms,  7i at  finite^  called  infinitives^  par- 
ticiples^ and  verbal  nouns ;  such  are,  to  see^  to  be  seen^  to 
have  seen,  having  seen,  seeing,  etc.  These  verbals  are  not 
used  by  themselves  to  predicate,  but  they  do  duty  as  adjec- 
tives, adverbs,  and  nouns.] 

When  a  noun  stands  in  a  sentence  as  the  subject  of  a  finite 

verb,  it  is  said  to  be  in  the  nominative  case.     The  nominative 

subject  of  a  verb  is  the  word  that  answers  the  question  Whof 

or  Uliat/ 

Tlic  boy  <\7;;  swim.  Who  can  swim?  The  boy.  The  word  ^^ 
is,  tlien,  tlie  subject  of  the  sentence. 

Docs  t/ir  eartli  rotate?     Does  ivhat  rotate  ?     The  earth. 

All  the  t  i*ai lis  7c'/7/  hai'c  gone.   What  will  have  gone  ?  The  trains. 

Besides  this  important  use  of  the  nominative  case,  there  are 
several  others,  which  will  be  explained  in  the  proper  place. 

Definition. —  The  nominative  case  is  the  form  or  use  of 
a  word  in  the  relation  of  subject  of  a  finite  verb. 
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It  should  be  understood  that  the  nominative  case,  although 
defined  above  as  if  employed  in  only  one  way,  has  several 
other  uses  besides  that  of  standing  as  the  subject  of  a  finite 
verb.  These,  however,  are  of  much  less  importance  than 
the  use  as  subject,  and  are  not  of  very  frequent  occurrence. 
They  will  all  be  considered  in  the  proper  place.     (See  Art. 

31.) 

Definition. —  The  possessive  case  is  the  form  or  use  of  a 
word  by  which  it  denotes  possession,  origin,  or  adjunct. 

Possession. — The  girl's  book.  The  book  belongs  to  the  girl — is  her 
property. 

Origin.— The  sun's  tight.  The  light  has  its  origin  in  the  sun. 
The  poet's  rhyme.     The  sailor's  story. 

Adjunct.— ThQ  boy's  height.  Height  is  a  quality  or  an  adjunct 
of  a  boy.     The  earth's  equator.     The  river's  banks. 

37.  Remarks  on  the  Possessive  Case. — Besides  the 
three  relations  mentioned  above,  there  are  several  others 
that  are  denoted  by  the  possessive  case.  The  possessive 
case  being  a  real  inflection,  however,  .there  is  no  difficulty  in 
knowing  the  case  by  its  form. 

The  inflected  form  is  used  mostly  with  the  names  of  livifig 
beings.  Thus,  we  may  say,  the  horse's  owner,  but  not,  the 
tree's  foliage;  the  snaits  speed,  but  not,  the  train's  speed; 
etc.  For  inanimate  objects,  it  is  better  to  use  the  uninflected 
noun  with  the  preposition  of;  as,  the  top  of  the  tree,  the 
oiuner  of  the  ia^id,  the  speed  of  the  train,  etc. 

We  very  frequently  speak  of  inanimate  things  as  if  they 
were  real  living  agencies;  in  other  words,  we  personify 
them.  In  such  cases  the  inflected  form  of  the  noun  is  to  be 
preferred  to  the  prepositional  phrase. 

The  torrent's/wry.    The  storm's  progress.    The  fire's  hunger. 

There  is,  however,  excellent  authority  for  the  use  of  the 
possessive  case  with  the  names  of  inanimate  things. 

In  the  above  expressions  a  noun  in  the  possessive  case  takes 
the  place  of  a  prepositional  phrase,  and  the  latter  being  in 
function  an  adjective,  it  is  clear  that  a  noun  in  the  possessive 
case  has  the  value  of  an  adjective  modifier. 
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Some  nouns  ending  in  s,  x,  ce,  and  es  take  only  the 
apostrophe  in  the  possessive  singular,  in  order  to  avoid  too 
many  hissing  sounds;  as,  Moses'  laws,  Socrates*  death,  for 
Jesus'  sake,  for  conscience'  sake,  Demosthenes'  safety,  Xerxes' 
army,  the  Sioux'  defence.  Bullions'  grammar,  Ganges'  side. 

The  possessive  should  be  formed  in  the  usual  way  unless 
the  offensive  sound  is  very  noticeable. 

Compound  nouns  add  the  sign  of  the  possessive  to  the  last 
element;  as,  the  Emperor  of  Germany's  tour,  Smith  and 
Broivn's  store.  In  the  case  of  long  compounds,  it  is,  how- 
ever, generally  better  to  avoid  such  possessi  ves.  For  example, 
we  should  prefer,  by  the  order  of  the  commander-in-chief  to, 
the  commander-in-chief ' s  order;  the  tour  made  by  the  Emperor 
of  Germany,  the  store  07uned  by,  etc. 

28,  The  Objective  Case. — The  objective  case  is  so 
named  because  its  most  frequent  use  is  in  the  relation  of  the 
object  of  a  verb  or  a  preposition.  A  noun  or  a  pronoun  used 
as  the  object  of  a  verb  names  that  which  receives  the  action 

performed  by  some  actor. 

The  boy  struck  the  (lopf.     The  policeman  arrested  the  burg^lar. 

The  teacher //-ff/Viv/  her  pupils. 

When  a  noun  or  a  pronoun  is  brought  by  a  preposition 
into  relation  with  some  other  word,  the  relation  begins  with 
the  one  word  and  ends  with  the  other,  very  much  as  action 
lje<^ins  with  an  actor  and  ends  with  that  which  receives  the 
action.  The  preposition  specifies  and  directs  the  relation, 
jtist  as  a  verb  specifies  and  directs  the  action.  Hence,  the 
word  in  which  the  relation  that  is  specified  and  directed  by 
a  preposition  ends,  is  in  the  objective  case. 

The  object  of  a  verb  or  of  a  preposition  is  the  word  that 
answers  the  question  Whom?  or  What? 

I  saiv  the  teacher.  I  saw  whom?  The  teacher.  Teacher 
i«,  therefore,  the  object  of  the  verb  saw. 

Mary  crossed  the  oecun.     Mary  crossed  what  ?    The  ocean. 

The  boy  >vent  with  his  father.  The  boy  went  with  whom?  His 
fatlier. 

He  leans  against  the  ti'ee.    He  leans  against  what?    The  treet 


§16 


GRAMMAR. 


17 


There  are  some  other  uses  of  nouns  and  pronouns  in  which 
they  are  said  to  be  in  the  objective  case.  These  will  be 
explained  later.  The  foregoing  are,  however,  the  most  fre- 
quent uses  of  the  objective  case,  and  are  usually  referred  to 
in  the  definition  of  this  case. 

I>eflnition. —  The  objective  case  is  the  form  or  use  of  a 
word  in  the  relation  of  object  of  a  verb  or  of  a  preposition. 

29,  Declension  of  Nouns. — ^The  declension  of  a  noun 
is  an  orderly  arrangement  of  its  cases  in  both  the  singular 
and  the  plural  number. 

Singular,  Plural,  Singular,  Plural,  Singular, 
Nominative         girl           girls           mouse  mice  Mary 

Possessive  girl's         girls'  mouse's         mice's       Mary's 

Objective  girl  girls  mouse  mice  Mary 

30.  Exercise. — Write  expressions  containing  the  possessive  case 
sing^ar  of  the  proper  nouns,  and  the  same  case  in  both  numbers  of  the 
common  nouns  in  the  following  list: 

Thus,  the  horse"  s  strength^  the  horses'  strength;  D.  Apple  ton  &* 
Co, '  s  publications. 


comrade 

goose 

deer 

child 

calf 

robin 

lady 

hero 

fish 

fly 

ox 

witness 

woman 

mouse 

brother 

man 

mother 

thief 

chief 

wolf 

self 

man  servant 
boy  preacher 
child  wife 
shipmaster 
woman  servant 
brother-in-law 
aide-de-camp 


Jones  the  hatter 
Cyrus  the  Great 
Claflin  &  Co. 
Grant  and  Lee 
Jack  the  Giant  Killer 
John  of  Anjou 
Arnold  the  traitor 


FimcnoNs  OF  the  cases. 

31.  Use  of  the  Nominative  Case. — The  nominative 
case  has  five  principal  uses  or  functions  in  expressing 
thought. 

1.  As  Subject  of  a  Finite  Verb. — 

The  teacher  is  sick.  The  horse  drew  the  load.  The  soldier 
may  have  been  killed. 

2.  As  Predicate  Noun. — The  predicate  noun  always 
denotes  the  same  person  or  thing  as  the  subject. 

The  diamond  is  a  precious  stone.  He  seemed  a  scholar.  Grant 
looked  a  hero.    Jones  was  chosen  sx>eaker.    She  walks  a  queen. 
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In  these  sentences,  the  same  person  or  thing  is  denoted  by 
each  of  the  following  pairs  of  words:  diamond^  stone;  he^ 
scholar;  Grants  hero;  JoneSy  speaker;  she^  queen.  The  verb 
placed  between  each  pair  unites  them  so  as  to  form  an  asser- 
tion. 

Diamond  Is  stone.     Grant  looked  a  hero, 

3.  In  Apposition  With  Another  Nominative, — This  fimc- 
tion  of  a  noun  is  very  much  like  that  of  an  adjective — it  is 
explanatory  and  modifying. 

Grant,  the  general,  ended  the  war.  This  is  equivalent  to 
Genei'al  Grant  ended  the  war,  in  which  general  is  a  modifier  of 
Grant, 

4.  As  Independent. — In  this  construction,  the  nominative 
fills  the  office  for  which  it  is  named — ^its  nominating  or 
naming  function.  A  word  so  used  has  no  grammatical  rela- 
tion to  other  words.  It  stands  in  an  independent  relation 
and  has  no  other  use  than  merely  to  name  some  person  or 
thing.     This  independence  is  of  three  varieties: 

(a)     By  Address. — 

And,  SiiAon,  I  am  Roderick  Dhu.     Study  your  lessons,  children, 

(/;)     By  Exclamatiou. — 

J  lope!  It  makes  the  heart  sick.  Friendship !  There's  no  such 
thin^. 

(i)  'By  Pleonasm. — Strictly  speaking,  any  noun  or  pro- 
noun that  overfills  a  construction  {^pleonastic;  for  this  is 
what  the  word  means.  But  pleonasm  is  the  mere  mention 
of  a  noun  or  a  pronoun,  not  in  the  way  of  address  or exclama- 
ti<»n,  but  as  sugf^esting  that  about  which  the  sentence  treats 
inor(»  fully.  It  is  a  use  for  the  sake  of  emphasis;  the  noun 
«>r  pronoun  is  not  the  subject  or  object  of  a  verb. 

Tlu'  srti,  it  is  the  greatest  thing  God  ever  made.  The  boy,  oh, 
w  lu  u*  was  lie  ?     Tears,  idle  tears,  I  know  not  what  they  mean. 

s.      ./\'  Absolute. — This  also  is  a  kind  of  independent  con- 

•Miuvtiou.      It  consists  of  a  noun  or  a  pronoun  used  with  a 

\."   .'\  //\'.'  lo  form  a  phrase  that  is  usually  the  equivalent  of 

.1   vK  |»^  UiU'ut    clause.     This   phrase,    although   it   is  not   a 

iuvv>t,aiv    part    in    the   sentential    structure,    and   may  be 
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omitted,  generally  adds  some  modifying  circumstance — it  is 
a  modijier. 

Dawn  having  appeared,  we  departed.  =  When  dawn  appeared 
(or  At  dawn)  we  departed.  Our  destination  halting  been  reached, 
we  went  ashore.  Autumn  coming  on,  the  nights  grew  colder. 
Seeing  the  multitude,  he  went  up  into  a  mountain. 

Here  having  appeared  modifies  the  meaning  of  dawn  just 
as  an  ordinary  adjective  might  do;  Iiaving  been  reached  is  a 
modifier  of  destination;  etc. 

33.  Use  of  the  Possessive  Case. — The  possessive  case 
is  generally  regarded  as  having  but  one  function  in  grammar. 
This  is  to  denote  possession  or  some  similar  relation.  Its  real 
use  is  to  modify  the  meaning  of  a  noim  or  a  pronoun;  for, 
when  we  ^Q.y  John's  hat^  the  effect  produced  upon  the  mean- 
ing of  hat  by  the  vjovd  John's  is  exactly  similar  to  that 
which  would  be  produced  if  black  were  used  with  hat, 

33,  Use  of  tlie  Objective  Case. — A  word  in  the  objec- 
tive case  may  be  used : 

1.  As  Object  of  a  Verb, — There  are  several  varieties  of 
the  object  complements  of  verbs. 

{a)  Direct  Object.  — This  is  the  most  frequently  used  form, 
and  is  very  easy  to  recognize. 

They  sang  a  liyinn.    He  earned  money.     We  saw  the  moon, 

(b)  Indirect  Object.  — This  use  of  a  word  is  by  many  gram- 
marians called  the  dative  case,  that  is,  the  case  oi  giving.  It 
is  generally  equivalent  to  a  prepositional  phrase  used  as  a 
modifier  and  consisting  of  a  noun  or  pronoun  ])reccdcd  by 
to  or  for.  More  exactly,  the  indirect  object,  with  to  or  for 
understood,  forms  an  adverbial  phrase  modifying  the  mean- 
ing of  the  verb.  It  is  not  an  object  of  the  verb^  but  of  an 
understood  preposition. 

They  taught  the  boy  arithmetic — that  is,  to  the  boy,  I  bought  tho 
girl  a  book — for  the  girl, 

{c)  Appositive  Object. — A  noun  or  a  pronoim  may  have 
an  appositive  to  explain  or  mcxlify  its  meaning.  As  is  the 
case  with  an  appositive  nominative,  the  explaining  word  and 
the  word  explained  always  denote  the  same  person  or  thing. 
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He  struck  /oAn,  his  brother.  We  visited  New  York,  the 
metropolis  of  America.  He  killed  the  fawn,  our  pet,  our 
darlliii^.     Paul  appealed  to  Rome,  the  mistress  of  the  world. 

{(i)  Factitive  Object. — The  factitive  object  was  long 
classed  by  grammarians  as  a  mere  appositive  object;  that  is, 
an  objective  placed  near  the  direct  object  to  explain  its 
meaning,  a  function  very  similar  to  that  of  an  adjective. 
Thus,  in  the  two  expressions,  King  Richard^  and,  Richard 
the  king,  we  have  the  word  king  first  an  adjective  and  then 
an  appositive  ftoun;  but  the  works  they  do  are  very  nearly 
the  same. 

Now,  there  are  some  verbs  that  are  followed  by  two  objec- 
tives, one  of  which  is  the  direct  object;  the  other  names 
something  that  seems  to  be  made  by  the  action  expressed  by 
the  verb.  This  is  called  the  factitive  or  ffiade  object  (from 
facer i\  '*  to  make"),  and,  like  an  ordinary  appositive,  it 
stands  beside  the  direct  object  to  modify  or  explaifi  it. 

They  made  /lini  teacher.  The  people  elected  Washington  presi- 
dent.    The  convention  appointed  the  mayor  chairman. 

Here  teacher  names  that  which  results  from  the  action 
expressed  l)y  made;  etc. 

The  following  diagrams  will  show  the  similarity  of  this  con- 
struction to  an  ordinary  appositive  and  to  a  predicate  noun; 

FadUive  oto'ective:  (They)    [chose]  her  queen. 

t       T  "= 


PreuiccUe  notm: 


I 7^= 

(She)    [was  chosen]  queen. 

i 3= 

,  (She)    [was]  queen. 


Appositive  ol^'cctive :  (He)   [  showed]  his  weapon,  a  knue. 

t  — 1—  15== 

(e)  Adverbial  Objective. — Certain  words  denoting^  time^ 
vieasure,  7i'eii;;ht,  distance,  value,  etc.  are  used  in  the  objec* 
tive  ease  to  modify  like  adverbs.  . 
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We  wmui  hnm£  jmd  stayed  a  veek.  He  was  sixfeei  high.  It  cost  a 
dfe.VAr.     Tbe  ha:  is  wx>Tth  a  shilling.     The  ship  sailed  last  night. 

These  aCTerbEal  objectives  are  generally  remnants  of  prep- 
oshiaQ2tI  prrsises.  Thus,  the  foregoing  may  be  regarded  as 
sbarse3±c  forms  of  the  following: 

Ve  "WTSSL  li '  bo^«  asd  stayed  \through  or  during^  a  week.  He 
was  hsgx  TT  KX  U  til  extent  xj)  six  feet.  It  cost  \Jo  th^  amount  of  \  a 
doiLjc.     Tbt  hai  is  -wicth  \to  thi  extent  cf)  a  shilling.     Etc. 

2.  --5/  Object  cf  a  Prepcsitwn, — As  we  have  seen,  preposi- 

tions  are  "use-f  wiih  noiins  and  pronouns  to  form  adject  tie 

and  adzcrbial  fkrases.     The  nouns  and  pronouns  in  such 

phrases  are  in  the  objective  case. 

Tbifry  rrt  in  ibe  coiintry.  He  believed  in  jcovemment  of  the 
people.^/ifr  tbt  people^  asd  by  the  people.  He  that  is  not  zi-ith 
me  is  agaimit  me. 

3.  As  Object  cf  a  Verbal. — There  are  certain  verb  forms 
that  ranr.ot  by  tbenselves  predicate,  but  are  used  as  adjec- 
tives az  aoTnfL  Tbey  preserve  their  verbal  character  enough 
to  be  inoci5€si  as  verbs  are,  and,  when  derived  from  transi- 
tive verbs,  to  taie  objects  after  them.  Such  cojects  are 
nouns  or  prccwxias  in  the  objective  case,  or  expressions  used 
as  equivalents  <A  iiog::^  cc  pronouns. 

Seeing  the  miiltltode,  he  we-:  -jr- :~:  a  Tr.ou-t3.:r..  He  was  :<:.'. i 
to  study  his  lesson.  The  —  iz  wj.>  :h  uc't  •'  '^-"  -'  •"-  *-*  •  -^  bank. 
He  was  arrested  fee  ka-.ir.g  .;.  .Vr  >.  r.:e  fruit.  K.z^^.ir^  money 
is  hard  work;  spending  It  :>  vLr\- 1  j^<y. 

Multitude  is  the  oi-e:t  c:  the  r^.ir:ic:r'-e  /.•.;•;<-  ^ri  the 
whole  phrase,  seeing  th-:  ?':;«/;:;;*.:.',  is  a  n::«d:!ier  of  vr. 

4.  y|j  Suhjici  C'fa  Vtrr.j^. — The  vcr'iVi's.  sincv.  like  verbs, 
they  express  aciioc  c  r  s:a:e.  a'.w^ys  imply  a  subject.  This 
is  often  not  eipres5ei,  ':':::  when  :t  is,  it  is  ^nerally  in 
the  objective  case.  Verba^Is  th^t  begin  with  to  are  called 
injinitives^  and  they  always  have  their  subject  :n  the  objec- 
tive case. 

I  told  lltm  t9  go.  They  per*-ii*r-*  •"-  Vjy  .'.  z::.-mr.rz*:}  tbt~^ 
We  expected  the  house /o  i<2' r  .v>^»:/' r;.  A/  : '--     't  r^f;'e~^r.    Tber 

fonnd  the  old  man  sitting  by  b^  >;r* .  --      '*'-  '-  --  -^-  :^^r  iliezn  2» 

endure  the  oold. 
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It  wall  be  noticed  that  these  subjects  of  verbals  are  at  the 
same  time  objects  of  prepositions  or  of  predicating  verbs. 

34.  Exercise. — Of  each  noun  in  the  following,  state  the  case  and 
tell  its  use  or  function: 

1.  His  father  was  a  hero  of  the  Revolution. 

2.  Pizarro  plundered  and  murdered  the  Inca  of  Peru. 

8.  Believing  in  his  innocence,  the  lawyer  defended  him. 

4.  O  that  I  were  the  viewless  spirit  of  a  lovely  sound. 

5.  Gold  is  by  no  means  the  most  valuable  metaL 

6.  The  diamond  is  mere  crystallized  carbon. 

7.  Dare  to  do  right,  dare  to  be  true, 
You  have  a  work  that  no  other  can  do. 

8.  Death,  the  great  Icveler,  comes  to  knock  at  every  door. 

9.  **  Time,  I  have  lost  it;  ah,  the  treasure";  and  he  died. 

10.  lie  brought  his  game,  a  deer,  on  his  back. 

11.  '•  My  home ;  1  never  had  a  home  at  any  time  in  my  life." 

12.  The  committee  found  him  dictating  letters  to  his  secretary. 

13.  They  thought  him  a  hero;  they  found  him  a  coward. 

14.  To  follow  the  path  of  duty,  to  obey  the  monitor  conscience, 
should  be  tlie  aim  of  all. 

35.  ExER(  isK. — 1.  -Construct  sentences  each  containing  one  of 
these  verbs  followed  ])y  a  predicate  nominative:  was^  seemed^  appeared^ 
ih't'ii,  luas  considered. 

2.  P>y  using  tlie  following  as  verbs,  make  sentences  containing  a 
direct  and  a  factitive  object:  name,  thought,  call,  choose,  consider. 

3.  Write  a  sentence  containing  a  nominative  ca.se  absolute. 

4.  Illustrate  by  sentences  a  nominative  and  an  objective  apf)ositive. 

5.  Write  two  sentences  each  illustrating  the  nominative  case  by 
pleonasm. 

r>.  Write  two  sentences  each  containing  the  adverbial  objective 
eonstniction. 

7.  Make  sentences  and  place  them  in  diagram  showing  the  differ- 
ence between  an  ap])ositive  objective  and  a  factitive  objective. 

S.  Write  sentences  containing  nouns  used  as  the  subjects,  and 
others  as  the  objects,  of  verbals. 


PAllSTNCi    THE    XOUX. 

30.     Oml  TaTsiii^. — A  noun  is  parsed  orally  by  stating 

in  an  orderly  way  its  classification,  its  inflections,  its  func- 
tions, and  its  relations.     To  illustrate,  let  it  be  required  to 
parse  the  nouns  in  the  f  jllowing*  sentence: 
The  visitor  was  Richelieu,  the  minister  of  France. 
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Visitor :  it  IS  a  noun^  common^  third,  masculine^  singular, 
nominative,  subject  of  *' was." 

Richelieu :  it  is  a  noun,  proper,  third,  masculine,  singular, 
nominative, predicate  noun,  agrees  in  case  with  "  visitor,"  and 
denotes  the  same  person  that  is  indicated  by  the  subject. 

Minister:  it  is  a  noun,  common,  third,  masculine, singular, 
nominative,  in  apposition  to  '*  Richelieu,"  the  meaning  of 
which  it  explains.  ' 

France:'  it  is  a  noun, proper,  third,  neuter,  singular,  objec- 
tive, object  of  the  preposition  **of,"  with  which  it  forms  an 
adjective  phrase  modifying  the  meaning  of  **  minister." 

In  oral  parsing,  the  reasons  should  at  first  be  fully  given ; 
later,  they  may  be  omitted  as  above ;  and  finally,  it  is  enough 
to  give  only  the  most  important  facts.  For  example,  with 
respect  to  the  nouns  parsed  above,  the  pupil  may  say: 

Visitor :  it  is  a  common  noun,  nomifiative,  subject  of^*  was. " 

Richelieu :  it  is  a  proper  7iou7i,  the  predicate  nominative. 

Minister  i  it  is  a  commofi  noun,  nomiftative,  in  apposition 
to  the  word  **  Richelieu." 

France:  itis  a. proper  noun,  object  oi  the  preposition  **of." 


37.  Written  Parsing. — To  illustrate  a  method  of  writ- 
ten parsing  of  the  noun,  let  it  be  required  to  parse  the  nouns 
in  the  following  selection: 

Here  comes  his  body,  mourned  by  Mark  Antony  ;  who,  though  he 
had  no  hand  in  his  death,  shall  receive  the  benefit  of  his  dying,  a  place 
m  the  commonwealth. 


Noun. 

Class. 

Gender. 

Num- 
ber. 

Case. 

Relation. 

body 

common 

neuter 

sing. 

nom. 

subject  of  ** comes" 

Mark  Antony 

proper 

mascu. 

sing. 

obj. 

obj.  of  prep,  ••by" 

death 

common 

neuter 

sing. 

obj. 

obj.  of  prep,  •'in" 

benefit 

common 

neuter 

sing. 

obj. 

obj.  of  verb  **  receive** 

dying 

verbal 

neuter 

sing. 

obj. 

obj.  of  prep,  "of" 

place 

common 

neuter 

sing. 

obj. 

apposition  to  ••benefit" 

commonwealth 

common 

neuter 

Ring. 

obj. 

obj.  of  prep.  ••In" 
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38.     Exercise. — Parse  the  nouns  in  the  following  sentences  : 

1.  Can  you  tell  me,  John,  whether  there  are  lions  in  India  ? 

2.  Money,  the  root  of  all  evil,  is,  however,  the  power  that  makes 
success  and  failure. 

3.  Columbus,  fearing  a  mutiny,  promised  his  men  to  return  to  Spain. 

4.  There  is  a  tide  in  the  affairs  of  men,  which,  taken  at  the  flood, 
leads  on  to  fortune. 

5.  The  book  cost  a  dollar  and  was  sold  for  two  dollars. 

6.  I  had  got  home  to  my  little  tent  where  I  lay  all  night. 

7.  Ah,  gracious  powers  !     I  wish  you  would  send  me  an  old  aunt— 
a  maiden  aunt — an  aunt  with  a  lozenge  on  her  carriage. 

8.  They  call  him  king  of  the  coral  isle, 

The  lord  of  the  tropic  seas. 

9.  A  man  beyond  middle  age  entered,  bearing  the  look  of  one  that 
knew  the  world  and  was  sure  of  his  own  course  in  it. 

10.  The  woman's  cause  is  man's  ;  they  rise  or  sink  together. 

11.  There  stands  not  by  the  Ganges*  side 
A  house  where  none  has  ever  died. 

12.  I  am  so  weary  of  dust  and  decay, 
Weary  of  flinging  my  soul  wealth  away. 

18.     A  man  naturally  feels  himself  superior  to  him  that  turns  somer- 
saults, whether  literal  or  literary. 

14.  A  dirge  is  a  merrier  thing  by  half 
Than  sucli  a  soulless,  senseless  laugh. 

15.  The  unwearied  sun  from  day  to  day 
Does  liis  Creator's  power  display, 
And  ])ul)lisl-ic*s  to  every  land 

The  works  of  an  Almighty  hand. 


DIAGRAMS    OF    THE    CASE    CONSTRUCTIONS. 


MODKT.S  OF  ANALYSIS. 

39.  In  order  that  the  student  may  become  familiar  with 
the  various  case  constructions  and  witli  the  method  of  repre- 
senting them  by  diagrams,  some  model  analyses  are  here 
given. 


§  16  GRAMMAR.  25 


L    Our  midnight  (visitor)    [was]  O'Goimeil  the  great  orator 


and  reformer. 


JO — }  *  ^Ck^ 


(Lazams)   [sat],  a  beggar  at  the  gate  of  Dives,  the  rich  man. 

^       f  '    I »       1 — f 1  Zl^lZ — t 


t 


I '  i — — I 

3.  (He)    (looked]  a  gentleman  from  heEul  to  foot 

T  ♦  I 

Explanation. — The  words  beggar  and  gentleman  in  2  and 
3  are,  like  O'Connell  ml  ^  predicate  nominatives. 

^     ^    ^       /  X   r    *    \  I CI — },         r" — ♦ 

4.  The  boy's  (absenoe)    Icausedl  .  his  mother,  poor  thing,  much  jrrief. 

r    I  .vJv^  -\-  .^/-vJ^v^vx^  -c — ♦ 

5.  The  (right)    [being]  difficult  and  distasteful,  (he)    [did]  the  wrong. 

Explanation. — The  noun  right  is  in  the  nominative  case 
absolute,  and  it  is,  at  the  same  time,  the  subject  of  being,  a 
participle.  It  should  be  noted  that  most  grammarians  omit 
mention  of  this  latter  function  of  nouns  and  pronouns;  but 
it  is  just  as  real  as  any  other,  although  of  little  importance. 

6.  The  (vessel)    IsunkJ     last  night    ten  miles  from  shore. 

T"       t  t ^  I         ^         I    ♦     1 

Explanation. — Night  and  viiles  are  adverbial  objectives 
modifying  sunk.  The  carets  (A)  indicate  the  usual  place  of 
the  preposition  in  adverbial  phrases. 


7.    Your  sister,  John ;     (you)    [resemble]  your  sister. 

Explanation. — Sister    is    in     the    nominative    case     by 
pleonasm^  and  John  in  the  nominative  case  by  address. 

4rO«      Exercise. — Analyze  the  following  sentences  by  diagram,  and 
parse  the  nouns: 

1.     Heaven  from  all  creatures  hides  the  book  of  fate. 
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2.  She  was  thinking  then  of  her  former  lord,  good  soul  that  he  was. 

3.  The  sleek  and  shining  creatures, — we  hunt  them  for  the  beauty 
of  their  skin. 

4.  Wild  natures  need  wise  curbs. 

5.  I  know  the  way  by  which  she  went  home  yesterday. 

6.  The  storm  having  passed,  the  sea  became  peaceful. 

7.  Are  you  my  cousin  of  whose  exploits  I  have  so  often  heard  ? 

8.  If  a  mad  dog  bit  your  hand,  my  Lord,  would  you  not  chop  off 
the  bitten  member? 

9.  England ;  it  is  the  land  where  might  made  right  eight  hundred 
years  ago. 

10.  They  sang  of  what  is  wise  and  good  and  graceful 


TABIiE   OF   NOUNS. 


Nouns  - 


I  Proper 


II  Common 


li 


1.  Particular  Names — Henry ^  Boston, 
Used  as  Common — The  Miltons^  the  Ciceros. 

1   Class  Names  \  ^^^  Sensible, --Tree,  bird, 

I  (b)  Rational.  — Rest^  conditioh, 

2.  Collective — Army,  flock,  convention. 

3.  Abstract — Redness,  honesty,  discordance, 

4.  Verbal—  Writing,  seeing,  hearing,       • 


C 

■FN 

+-' 

o 

o 


rNTIiECTIONS    OF   NOUNS. 

1.  Masculine — Man,  John,  stag,  Ccesar, 

2.  Feminine — Girl,  Dora,  filly,  Cleopatra, 
Gender    \  3.  Neuter — Book,  Boston,  day. 


II 

NUMIiER 
III 

Person 

IV 
Case 


I 

[  4.   Common — Parent,  wolf,  fish. 

j  1.  Singular — Poy,  child,  Danube, 
\  2.  Plural — Boys,  children,  O's. 

1.  First — I,  John,  am  going. 

2.  Second — Come,  James,  let  us  go. 

3.  Third — The  earth  is  a  planet. 

1.  Nominatii'c — fohn  came.     The  boy  is  a  scholar, 

2.  Possessi^'c — Mary's  hat.     The  liHiman' s  hope. 

3.  Obiective—l  saw  the  clouds  from  the  door. 
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TITE    ADJECTI^T]. 

!•  The  Function  of  the  Adjective. — The  adjective 
has  been  defined  as  a  word  used  to  modify  the  meaning  of  a 
noun  or  a  pronoun.  When,  as  the  name  adjective  implies, 
this  element  is  joined  directly  to  a  noun,  the  effect  in  each 
case  is  to  restrict  or  limit  to  a  particular  number,  or  kind, 
or  other  group,  the  objects  named  by  the  noun.  This  is  to 
modify  or  measure  the  noun  in  the  extent  of  its  application. 

Thus,    e^^ery  object  answering  a    certain    description    is 

included  by  the  noun 

tree. 

But  when  modifiers  are  joined  to  the  noun,  the  number  of 
denoted  objects  is  reduced  by  excluding  all  except  such  as 
are: 

(a)  Of  a  certain  kind  or  quality;  as,  tall  tvccSy  green 
trees,  oak  trees,  evergreen  trees,  forest  trees. 

[b)  For  particular  use  ;  as,  lumber  trees,  shade  trees, 
fruit  trees,  sugar  trees. 

(r)  Of  a  certain  number,  definite  or  indefinite;  as,  six 
trees,  several^  some,  many,  few,  trees. 

(d)  In  a  certain  condition  oi  change  or  action;  as,  dying 
trees,  living,  grooving,  standing,  fallen,  chopped,  trees. 

{e)  Definitely  pointed  out ;  as,  the  trees,  those,  yonder, 
my,  trees. 

In  these  and  many  other  ways,  the  adjective  enables  us  to 

§17 

For  notice  of  the  copyright,  see  page  immediately  followinK  the  title  page. 


2  GRAMMAR.  §  17 

separate  the  object  or  objects  named  by  the  noun  from  all 
others  that  we  wish  to  consider. 

2.  The  Place  of  the  Adjective. — The  adjective  does 
not  always  directly  precede  the  noun  as  a  mere  modifier ;  it 
is  often  widely  separated  from  the  word  whose  meaning  it 
modifies.  In  every  position,  however,  its  function  is  to 
modify  the  meaning  of  a  noun  or  pronoun,  and  from  this 
use  it  gets  its  name.  The  placing  of  an  adjective  at  a  dis- 
tance from  its  usual  position  has  the  effect  of  emphasizing 
its  meaning;  but,  although  when  so  placed  it  is  still  a  mod- 
ifier, it  is  something  more,  as  is  explained  below. 

Considered  with  respect  to  position,  adjectives  are: 

1.  Adjunctive — joined  directly  to  the  noun  and  prece- 
ding it;  as,  ^''^;t?^  weather,  six  tons,  some  money,  that  house. 

Here  the  adjective  modifies,  and  nothing  more. 

2.  Appositive — placed  near^  but  used  like  a  noun  or  a 
pronoun  in  apposition. 

Sad  and  silent,  the  traveler  sat  by  the  roadside.  He  was  condemned 
for  crimes,  real  and  supposed.     Hopeful^  confident^  the  boy  left  home. 

3.  Predicative — performing  a  direct  part  in  predicating, 

and  called,  therefore,  2i.  predicate  adjective. 

The  tree  is  i^^rccn.  The  sun  is  bright  and  shining.  The  boy  looks 
pale  and  seems  sick. 

In  (3)  the  predication  is  actually  made — that  is,  there  is 
formal  assertion;  in  (*■>)  predication  is  strongly  implied ;  and, 
in  (1)  it  is  merely  assuwcd  or  taken  for  granted.  Thus,  in 
the  expression  p:<)o<l  a /id  tvuo  stories^  we  assume^  as  some- 
thing not  disputed,  that  the  qualities  goodness  and  trueness 
characterize  the  stories  of  which  we  speak ;  in  stories,  groo<l 
and  true,  the  qualities  are  more  than  assumed.  It  is  as  if 
we  said,  stories  that  are  good  and  true :  only  we  do  not 
quite  say  it.  But  in  The  stories  are  good  and  true,  the  pred- 
ication is  actually  made — we  assert  that  the  qualities  are 
really  possessed  by  the  things  named  by  stories, 

3.  Ailjectives  Classlfled  With  Rospoet  to  Form. — 
When  considered  with   respect   to   their   form,  adjectives 

ttny  be: 


§  17  GRAMMAR.  3 

1.  Proper  or  Common. 

(a)  K  proper  adjective  is  one  that  is  formed  from  2i  proper 
noun;  as,  French^  Miltonic^  Parisian^  Rhenish^  Franco- 
Prussian, 

{p)  A  common  adjective  is  one  that  is  not  derived  from  a 
proper  noun ;  as,  true^  fresh^  lively^  soul-stirring. 

Some  adjectives  derived  from  proper  nouns  are  now  treated 
as  common  adjectives,  being  written  without  initial  capitals; 
as,  herculean  from  Hercules^  tantalizing  from  Tantalus^ 
titanic  from  Titan^  stentorian  from  Stentor^  romantic  from 
Roma,  etc. 

2.  Simple  or  Compound. 

{a)  A  simple  adjective  is  one  that  consists  of  but  one 
word  element;  as,  sweet ,  lonely,  extravagant,  Spanish. 

(b)  A  compound  adjective  is  one  that  is  composed  of  two 
or  more  word  elements;  as,  lifelike,  homesick,  rosy-fingered, 
all-wise,  self-confident,  never-to-be-forgotten,  Russo-Greek, 
Spanish- A  merican. 

3.  Primitive  or  Derivative. 

{a)  A  primitive  adjective  is  one  that  is  not  derived  from 
a  simpler  word  in  actual  use  in  our  language ;  as,  true,  thin, 
sincere,  sweet. 

{b)  A  derivative  adjective  is  one  that  is  derived  from  a 
simpler  word  used  in  the  language;  as,  truly,  homely, 
thinnest,  insincere,  sweetish,  changeable. 

4.  Derivation  of  Adjectives. — Adjectives  are  formed 
from  simpler  elements  by  means  of  prefixes  and  suffixes. 
These  may  be  joined  to  several  classes  of  words  as  follows: 

1.  Nouns. — Adjectives  are  formed  from  nouns  by  the 
addition  of  suffixes  ;  such  as,  al,  able,  ous,  ic,  ish,  ful,  y,  en, 
ed,  some,  less,  ly.  He,  an,  ane,  and  many  others. 

Examples  are :  national^  lovahle^  furiouSj  tonic ^  childish^ 
faithful^  hearty^  woodert^  timberedj  burdensome,  luckless, 
motherly,  puerile,  urban,  urbane,  etc. 

2.  Other  Adjectives. — The  most  commonly  used  suffixes 
by  which  adjectives  are  formed  from  other  adjectives  are  er^ 
est^  ish^  fold^  some^  teen  {ten),  ly,  th,  ty  {ten). 
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The  following  are  examples:  sounder ^  saddest^  s^uee/lsh.^ 
i/ireefoia^  /oncsomc^  thirteen^  kindly^  fifth. ,  ninety. 

3.  Verbs. — Many  adjectives  are  derived  from  verbs. 
Some  of  these  are  verbals  used  unchanged  or  with  prefixes; 
as,  growing,  shorn,  shaven,  unfed,  unloved,  cultivated,  fore- 
doomed, prepaid,  countersigned,  interviewed. 

Others  are  formed  from  verbs  or  verb  stems  by  adding 
suffixes,  native  or  classical;  as,  wakeful^  ex/uiust\es»^  tire- 
some,  blozuy^  r^^/able,  credible^  urgent^  considerate^ 
credulous^  composite,  active,  textile^  static,  etc. 

5.  Compound  Adjectives. — The  number  of  compound 
adjectives  is  very  great,  and  is  constantly  increasing.  Classi- 
fied with  reference  to  the  elements  of  which  they  are 
composed,  they  are  as  follows: 

Adjective;  as, pale-dlue,  white-hot,  red-orange. 

"Verbal ;  as,  slow-moinng,  high-stepping,  good- 
looking,  high-born. 

Noun ;  as,  red  -  headed,  keen  -  sighted,  sharp  - 
tongucd,  rapid-fire,  rosy-fingered. 


Adjective  +  ^ 


Adjective ;  as,  heart-whole, fancy-free,  love-lorn, 

hopeful,  sky-blue. 
T^oiin  4-  ^  Verbal ;    as,  foot-ivorn,    heart-breaking,    hand- 

made, home-breived,  ivy-covered. 
Xoiin ;   as,    lion-hearted,   cherry-lipped,   ox-eyed, 
decr-Jooted,  Krag-forgensen. 


Adverb  + 


Adjective  ;  as,  all-ponuerful,  ox'er-honest,  truly- 
good,  doubly -wicked. 

Vei'bul ;  as,  never-ceasing,  so-called,  swiftly- 
flying,  well-dressed,  quick-witted,  early-rising. 


Verb  4-  Noun ;  as,  breakneck,  do-nothing,  killjoy,  breakbone. 

There  are  compound  adjectives,  consisting  of  combinations 
other  than  the  foregoing,  but  these  include  the  most 
important.  Most  compound  adjectives  are  written  with 
hy]>hens,  but  such  as  arc  of  old  and  frequent  use  have 
acquired  the  solid  form.  When  the  student  is  in  doubt 
whether  or  not  to  use  a  hyphen,  he  should  consult  a 
generally  approved  dictionary. 


i  17  GRAMMAR.  6 

6.     Adjectives  Classifled  With  Respect  to  Use. — All 

adjectives  modify,  but  most  of  them  do  so  by  denoting  some 
quality  or  other  in  the  thing  indicated  by  the  modified 
word.  The  others  consist  of  several  small  groups  that  are 
known  by  special  names.  The  following,  however,  is 
intended  to  include  all  adjectives;  but  it  should  be  added 
that  no  classification  so  far  made  is  perfect.  For  example, 
many  demonstra-ives  denote  quantity ^  and  vaSiTiy  qualitatives 
and  some  quantiiatives  have  sl  pointing-out  or  demonstrative 
value.  The  class  in  which  an  adjective  belongs  must  be 
determined  by  its  most  conspicuous  mark  or  function. 
Divided  according  to  use  or  function,  adjectives  are : 

I.  Qualitative. — These  denote  quality,  and,  for  that 
reason,  they  are  called  by  many  grammarians  qualifying 
adjectives.  The  number  of  this  class  of  adjectives  is 
immense,  including  all  that  denote  qualities  perceived 
directly  by  the  senses — sensible  qualities — and  qualities 
inferred  by  the  mind  from  something  perceived  by  the 
senses — rational  qualities. 

1.  Sensible  {perceived), — Red,  szveet,  fragrant y  loud, 
heavy,  long,  rough,  left-handed,  English,  living,  Caucasian. 

2.  Rational  {conceived). — Honest,  true,  gentle,  thought- 
ful, well-beloved,  affectionate. 

Each  of  the  foregoing  classes  may  be  divided  into  common, 
proper^  and  verbal  or  participial;  and  these  may  be  simple 
or  compound,  as  already  explained. 

II.  Quantitative. — These  are  such  as  denote  quantity 
either  definite  or  indefinite;  they  relate  to  mass  as  well  as  to 
number. 

1.  Definite. — Both,  all,  no,  five,  whole. 

2.  Indefinite. — Any,  few,  sofne,  several,  divers,  much, 
little. 

Adjectives  of  quantity  that  denote  number  are  called 
numeral  adjectives.  Of  these  there  are  two  classes: 
cardinal;  as  one,  two,  three,  etc. ;  and  ordinal;  as,  first, 
second,  third,  etc. 
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III.  Demonstrative. — These  are  adjectives  used  to 
point  out;  in  the  case  of  some  of  them,  the  effect  is  much 
the  same  as  when  one  points  with  the  finger.  This  class  is 
named  demonstrative  from  the  fact  that  the  Latin  word 
demonstrare  means  **to  show,"  ** point  out,"  or  ** indicate." 

The  demonstratives  are  subdivided  as  follows: 

1.  Articles, — Of  these  there  are  two:  a  or  an^  called  the 
indefinite  article,  and  the^  the  definite  article. 

A  is  used  before  consonant  sounds;  as,  a  man,  a  house; 
an  is  used  before  voivel  sounds;  as,  an  army^  an  egg^  an 
iron,  an  onion^  an  urn. 

It  should  be  observed  that  a  word  may  begin  with  a  vowel 
sound,  but  not  with  a  vowel;  as,  herb,  heir^  honesty^  etc. 

2.  Pronominal  Adjectives, — The  student  has  already 
learned  that  words  are  sometimes  used  with  double  functions. 
The  name,  pronominal  adjective^  denotes  that  this  class  of 
words  docs  duty  both  as  pronouns  and  as  adjectives.  As 
adjectives,  they  modify  the  meaning  of  nouns;  as  pronouns, 
they  represent,  refer  to,  or  take  the  place  of,  nouns.  Thus, 
in  the  expression,  his  hat,  the  word  his  points  out  which  hat 
is  meant,  and  at  the  same  time  stands  for  the  name  of  the 
owner  of  the  hat.  If,  for  example,  the  hat  belongs  to  John, 
his  hat  =  John^s  hat;  and  his  and  John's  are  alike  in 
function. 

Again,  nearly  all  of  these  words  may  stand  alone  instead 
of  nouns:  that  is,  they  may  be  used  2lS  pronouns;  as.  Tills  is 
a  tree,  Soiiu*  are  livUi^i]^,  but  many  are  dead.  It  is  only 
when  they  are  joined  to  a  noun  and  modify  its  meaning 
that  they  are  pronominal  adjectives;  as,  Tliat  hat  was 
formerly  my  property.  Each  man  owes  something  to 
every  man. 

The  pronominal  adjectives  have  been  arranged  in  the 
followiu)^^  classes: 

(<i)  Ordinary  Demonstratives. — These  are  called /r^«^w«"- 
nal  adieetives  only  because  they  are  often  used  as  pronouns, 
But  when  ihey  are  joined  to  a  noun  to  modify  its  meaning, 
tilfcev  AW  rv\illy  nothing  more  than  adjectives  in  function. 
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Still,   even   then,   they  are    called  pronominal  adjectives. 
They  are  this^  that,  these,  those,  yon,  yonder,  and  such. 

(b)  Interrogative. — There  are  only  two  words  now  used 
in  this  class:  which  and  what.  What  money  have  you? 
Which  book  have  you  read  ? 

These  two  words  are  used  without  interrogative  value 
as  mere  demonstrative  modifiers.  Thus,  Tell  me  which 
book  you  want.     I  cannot  say  at  what  hour  the  train  leaves. 

(c)  Possessive. — In  this  class  are  included  my,  mine,  our, 
ours,  thy,  thine,  your,  yours,  his,  hers,  its,  their,  theirs,  and 
ivhose.  The  last  may  be  used  either  interrogatively  or 
relatively;  as,  Whose  house  is  that  ?  He  is  the  man  whose 
letter  came  yesterday. 

The  forms  mine,  thine,  ours,  yours,  his,  hers,  and  theirs 
are  not  possessives  in  the  usual  sense;  for,  while  they  do 
indeed  denote  possession,  they  can  scarcely  be  said  to  be  in 
the  possessive  case,  since  they  can  be  used  as  the  subject  of 
a  verb  or  as  the  object  of  a  verb  or  a  preposition.  Mine  is 
to  yours  exactly  as  his  is  to  hers.  They  can  also  be  used 
either  as  singular  or  plural.  His  were  all  dear,  but  ours  Is 
not 

If  hers  means  Ann*s  book^  it  does  the  work  of  both  words. 
By  its  form  it  denotes  possession,  but  its  real  case  will 
depend  on  its  actual  use.  It  is  never  possessive  both  in 
form  and  use. 

(d)  Indefinite, — Such  pronominal  adjectives  as  point  out, 
but  not  definitely,  belong  in  this  class,  which  includes  about 
fifty  words.  Some  of  them  are  certai^i,  another,  fezv,  less, 
more,  other,  sundry. 

The  following,  when  used  with  nouns,  are  called  distribu- 
tives, because  they  imply  separate  and  individual  attention 
to  the  persons  or  things  named  by  the  nouns  they  modify: 
each,  every,  either,  neither. 

•  •  Exercise. — Mention  the  adjectives  in  the  following  sentences, 
give  the  class  as  determined  by  the  use  or  function  of  each,  and  tell 
what  each  adjective  modifies: 
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1.  The  way  was  long,  the  wind  was  cold. 

2.  Soft  and  sweet,  like  the  murmur  of  distant  waters,  was  her  voice 
from  the  meadow. 

3.  At  last  my  eyes  could  see  a  woman  fair,  but  awful  as  this  round 
white  moon  o'erhead. 

4  The  gray  sea,  and  the  long  black  land. 

And  the  yellow  half -moon,  large  and  low. 
And  the  startled  little  waves  that  leap 
In  fiery  ringlets  from  their  sleep ; 
Then  I  gain  the  cove  with  the  pushing  prow. 
And  quench  its  speed  in  the  slushy  sand. 

5.  The  youth  with  many  a  merry  trick  goes  singing  on  his  careless 
way. 

6.  Far  off,  three  mountain  tops. 
Three  silent  pinnacles  of  aged  snow. 

Stood  sunset-flushed;  and  dew'd  with  showery  drops, 
Up-clomb  the  shadowy  pine  above  the  woven  copse. 

7.  Look — how  round  his  straining  throat 
Grace  and  shifting  beauty  float; 
Sinewy  strength  is  in  his  reins, 

And  the  red  blood  gallops  through  his  veins — 
Richer,  redder,  never  ran 
Through  the  boasting  heart  of  man. 

8.  Sweet  bird  that  sing'st  away  the  early  hours 
Of  winters  past  or  coming,  void  of  care; 
Well  pleased  with  delights  which  present  are, 

Fair  seasons,  budding  sprays,  sweet-smelling  flowers. 

H,  ExKRcisK. — 1.  By  using  suffixes,  convert  the  following  nouns 
into  adjectives:  y>-/V*«r/,y<r>^^,  virtue,  truth,  home,  burden,  year,  awe, 
Inuiss,  Jla.\\  sense,  child,  feather,  fear,  demon. 

2.  I'rom  the  following  adjectives  form  other  adjectives  by  means 
of  suHixcs:  clear,  sick,  lone,  nine,  black,  comic,  glad^  weak^  blithe, 
^  riff  I,  sea  fit,  droll. 

'X  Form  compound  adjectives  as  follows,  five  of  each,  by  combining 
{a)  tico  adjectives;  {b)  an  adjecti7/e  and  a  noun;  {c)  axi  adjective  and 
a  I'crbaL 

4.  Illustrate  the  following  by  five  compound  adjectives  for  each: 
(</)  noun  -^  adject ii'e;  (b)  noun  -\-7'erbal;  {c)  noun  -\-  noun. 

5.  Form  five  compound  adjectives  for  each  of  the  following: 
{a)  ad^'crb  -\  adjective;  {b)  adverb  -\- verbal. 
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INFIiECTION   OF   THE   ADJECTIVB. 


COMPAmSOK  OF  ADJECnVES. 

9.  The  pronominal  demonstratives  this  and  that  take  the 
inflected  forms  these  and  those  to  denote  the  plural  number. 

Singular. — This  man,  that  mountain. 
Plural. — These  men,  those  mountains. 

With  these  exceptions,  adjectives  have  but  one  inflection, 
which  is  called  comparison.  Qualitatives — ^adjectives  that 
denote  quality  either  sensible  or  rational — are,  most  of  them, 
inflected  for  degrees  of  the  quality  denoted.  The  qualities 
by  means  of  which  we  distinguish  one  thing  from  another 
are  generally  present  in  different  degrees  or  amounts  among 
the  things  having  those  qualities.  Thus,  we  may  say  of  one 
thing  that  it  is  large ^  or  pretty,  or  beautiful;  of  another,  that 
it  is  the  larger^  the  prettier^  or  the  more  beautiful  oi  two;  of 
a  third,  that  it  is  the  largest^  the  prettiest,  or  the  most 
beautiful  of  three  or  more. 

Such  adjectives  as  are  compared  or  inflected  for  quality 
Ylslvq  three  degrees  of  comparison:  the  positive,  the  compara- 
tivey  and  the  superlative. 

But  many  adjectives  that  denote  quality  are  not  capable 
of  different  degrees.  These  of  course  are  not  inflected — they 
are  incomparable.  These  may,  in  general,  be  known  by 
their  meaning.     Some  of  them  are : 

1.  Adjectives  denoting  geometrical  magnitudes;  as,  round, 
square,  cubical,  circular,  triangular,  angular,  linear,  equi- 
lateral, spherical,  straight. 

If,  for  example,  anything  is  really  round  or  square  or  tri- 
angular or  cubical  it  cannot  be  any  more  or  any  less  so. 
Such  words  then  cannot  in  strictness  be  compared,  yet  it 
is  often  done  by  careless  writers,  and  often  by  classical 
authors,  and  often  for  apparently  good  reasons. 

2.  Adjectives  with  a  negative  element,  which  may  be  a 
prefix  denoting  the  absence  of  the  quality  indicated  by  the 
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rest  of  the   word;  as,  inconceivabUy  xmseen^  vuiamantine^ 
B/:hromatiCy  aversey  Ignorant^  Wlicity  immature. 

The  negative  element  may  be  final;  as,  hopeless ^  harmless. 

3.  Adjectives  denoting  quality  not  capable  of  increase  or 
diminution ;  as,  perfect ^  complete ^  absolute^  infinite ^  ever- 
lastingy  deady  asleep^  satisfied^  celestial^  divine^  human, 
material,  goldefiy  weekly ,  eternal,  endless. 

The  student  should  note,  however,  that  many  adjectives 
not  really  comparable  are  inflected  in  common,  and  even  in 
classical,  usage.  Thus,  it  is  very  common  to  meet  more 
complete,  most  perfect,  most  excellent,  more  divine,  most 
hopeless,  etc.  It  is  usually  better  to  avoid  expressions  that 
cannot  be  defended.  Few  writers  are,  like  Shakespeare  and 
Milton,  great  enough  to  be  above  literary  law  and  usage. 

4.  Latin  comparatives  used  as  ordinary  English  adjectives 
cannot  be  compared;  as,  anterior,  superior,  inferior,  senior, 
junior,  prior.  These  comparatives  are  usually  followed  by 
to,  while  ordinary  English  comparatives  require  than.  Thus, 
prior  to,  earlier  than ;  inferior  to,  worse  tlian. 

10.  The  Positive  Degrree. — The  objects  that  we  know 
and  have  names  for  we  become  acquainted  with  through 
their  qualities  or  through  their  relations  to  other  things. 
Thus,  when  we  say  orayige,  the  word  calls  up  in  the  mind 
certain  ideas  of  shape ^  size,  color,  taste,  smell,  etc.  We  know 
it  by  its  sensible  qualities. 

Again,  honesty  is  the  name  of  a  r^^/<?«^/ quality  belonging 
to  a  man's  conduct  when  related  in  a  certain  way  to  other 
human  beings.  If  man  habitually  acts  so  and  so  under  par- 
ticular circumstances,  his  conduct  illustrates  some  quality, 
as  honesty,  and  we  speak  of  him  as  an  honest  man. 

Now,  it  is  by  means  of  these  qualities,  sensible  and 
rational,  and  by  the  various  relations  among  things,  that  we 
are  able  to  recognize  objects  and  distinguish  them  from  one 
another.  By  the\r  differences  and  resemblances,  and  by  their 
relations,  and  in  no  other  way,  we  become  acquainted  with 
them. 
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But  before  we  can  say  that  anything  is  large^  for  example, 
we  must  have  a  notion  of  average  size  for  objects  of  that 
kind.  This  notion  we  get  by  experience  in  comparing  many 
things  of  that  class.  When  one  says,  a  largre  house,  trce^ 
animal^  the  expression  implies  that  he  has  seen  and  com- 
pared many  houses^  many  trees,  many  animals,  and  that 
he  has  in  his  mind  a  general  notion  or  type  with  respect  to 
the  size  of  each  kind  of  thing  mentioned.  This  type  is  not 
often  the  same  with  different  persons,  for  it  is  derived  from 
experience,  and  this  is  very  various.  The  wider  the  experi- 
ence, the  more  valuable  the  type. 

This  typical  notion  of  quality  is  the  positive  degrree  of 
that  quality.  It  is  expressed  by  the  simple  uninflected  form 
of  the  adjective ;  as,  wise,  sorry,  red,  pale. 

Definition. —  The  positive  degree  of  an  adjective  is  the 
form  or  use  of  it  that  implies  the  comparison  of  one  thing  or 
group  of  things  with  many  others  of  the  class. 

• 

11,     The   Comparative    Degrree. — In    the    use   of  an 

adjective  in  the  positive  degree,  the  comparison  is  only 
implied  or  taken  for  granted;  in  the  comparative  degree,  the 
comparison  of  one  thing  with  another  must  actually  be  made. 
Only  two  objects  or  tiuo  groups  of  objects  are  considered — 
one  having  a  certain  quality,  and  the  other  having  it  in  a 
higher  or  loiuer  measure  or  degree.  Thus,  one  thing  may 
be  sweet  or  pretty  or  long  or  small,  and  the  other  sweeter, 
prettier,  longer,  or  smaller  than  the  first  An  adjective  so 
used  is  in  the  comparative  degree. 

Definition. —  The  comparative  degree  of  an  adjective 
is  the  form  or  use  of  it  by  zuhich  a  comparison  ivith  respect 
to  some  quality  is  made  between  tAVO  things  or  groups  of 
things. 

A  girl  prettier  than  my  cousin. 

(    less    ) 
The\  \  valuable  house  of  the  two. 

\  more  ) 

less 


1 


i  satisfactory  collection  than  mine. 
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12.  The  Superlative  Be^rree. — When  the  superlative 
degree  of  an  adjective  is  used,  the  least  number  of  objects  or 
groups  of  objects  considered  is  three.  One  of  them,  as  com- 
pared with  the  others — two  or  more — is  seen  to  have  the 
highest  or  lowest  degree  of  some  quality ;  and,  to  denote  this, 
a  form  or  use  of  the  adjective  known  as  the  superlative 
degrree  is  required.  This  degree  also,  like  the  comparative, 
requires  an  actual  comparison.  At  least  three  pretty  or  good 
or  little  objects  must  be  compared  before  we  can  say  that  one 
of  them  is  \he prettiest,  the  best,  the  least.  The  word  superla- 
tive means  **  surpassing,'*  **  above  or  beyond  all  others." 

Definition. —  The  superlative  degree  of  an  adjective  is 

the  form  or  use  of  it  by  which  a  comparison  with  respect  to 

some  quality  is  made  among  three  or  more  things  or  groups 

of  things, 

( least ) 
The  X  \  valuable  house.     The  prettiest  ^/r/. 

13.  Rules  for  Comparing  Adjectives.    • 

I .  A  djectives  of  one  syllable  are  compared  as  follows: 

Positive  +  i^*"  -  ^'O^Paratlve ;  as.  bright,  brighter. 
|est=  superlative;  as,  smooth,  smoothest. 

II.  Adjectives  of  two  or  more  syllables  usually  take  the 
adverbs  more  or  less  before  the  positive  to  form  the  eom- 
paimtlve,  and  most  or  least  to  form  the  superlative. 

1  >  4- positive  =  comparative;  as,  ■!  .        K  beautiful. 

,  ^    ,,   t -f- positive  =  superlative;  as,  ■!  .        \ beautiful, 

III.  Special  Rule. — Adjectives  of  two  syllables  ending  in 
•y,  and  many  in  o^v  and  e,  usually  add  er  and  est  to  the 
positive  to  form,  respectively,  the  comparative  and  the 
superlative. 

lovely 


holy 
sorry 
easy 
angry 


r      ^    _    j comparative; as,  A>7>'fc7/er,//^//er,j^rr/er, 

I  ~~    {easi^v^  art^^rii^r. 

\  superlative ;    as,    /o7'e//e»U   holiest^  sor- 
est  =^    - 

i  r/est,  <raj/est,  aftgriest 
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r  _  j  comparative ;  as,  politer^  melioweT^  nar- 

I  ~"   ( rawer  J  simpier^  ho  I  lower. 

\  _   \8Ui>erlatlve;     as,    politesX^    meiiowest^ 

[  "~  ^  narrowest^  simp/estj  Ao//owest, 

14.  General  Principle. — Mafiy  other  adjectives  of  two 
syllables  are  compared  with  er  and  est,  whfn  to  do  so  does 
not  offend  the  ear. 

The  preferable  form  of  comparison  is  largely  dependent 
on  usage,  and  in  nearly  all  cases  this  may  be  determined,  by 
the  ear.  Harshness  of  sound  or  difficulty  of  pronunciation 
is  always  sufficient  cause  for  rejecting  the  regular  compari- 
son— that  by  er  and  est. 

It  should  be  added  that  the  sentential  use  of  an  adjective 
has  much  to  do  with  its  comparison.  If  an  adjective  is 
joined  directly  to  a  noun,  the  preferable  comparison  is  by  er 
and  est^  if  euphony  permits;  but  if  the  adjective  is  used  in 
the  predicat-e  or  like  a  noun  in  apposition,  comparison  by 
more  and  most  or  by  less  and  least  is  to  be  preferred,  espe- 
cially in  poetry. 

A  form  more  fair  and  a  face  more  sweet.  Surely,  surely,  slumber 
is  more  sweet  than  toiL  A  fearsome  sound,  most  weird  and  strange^ 
was  heard.  The  wind  breathes  low  with  mellower  tone.  He  stooped 
to  touch  the  loftiest  thought. 

The  same  is  true  when  not  comparison,  but  only  a  high  or 
a  low  degree  of  a  quality  is  intended ;  as,  Most  weary  seemed 
the  sea  =   Very  weary,  etc. 

15.  Modlflcatlons  In  Spelling. — 1.  Adjectives  endii.  f 
in  e  silent  omit  the  e  before  er  and  est;  as,  able^  abler, 
ablest, 

2.  Final  y  preceded  by  a  consonant  is  changed  into  1 ;  as, 
gaudy,  gaudier,  gaudiest, 

3.  A  final  consonant  preceded  by  a  short  accented  voivel 
is  doubled  before  er  and  est ;  as,  slim,  slimmer,  slimmest; 
sad,  sadder,  saddest. 
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16.  Irregulap  Comparison. — The  following  adjectives 
are  most  of  them  of  very  frequent  use,  and  are  irregular  in 
comparison: 


Positive. 

Comparative. 

Superlative, 

bad,  iU, 

evil 

worse 

worst 

far 

farther 

farthest 

little 

less 

least 

many,  much 

more 

most 

old 

older,  elder 

oldest,  eldest 

forth  (adv.) 

further 

furthest 

fore 

former 

foremost,  first 

late 

later,  latter 

latest,  last 

hind 

hinder 

hindmost 

nigh 

nigher 

nighest,  next 

[neath] 

nether 

nethermost 

[out] 

outer,  utter 

(outmost,  outermost, 
( utmost,  uttermost 

[up] 

upper 

upmost,  uppermost 

[in] 

inner 

inmost,  innermost 

good 

better 

best 

17.  Parsing:  tlie  Adjective. — To  parse  an  adjective, 
the  student  should  mention: 

1.  Its  Class,  — This  involves  stating  its  class  as  qualitative, 
quantitative,  or  demonstrative.  If  it  is  qualitative,  it  may 
be  sensible  or  rational;  if  quantitative,  it  may  be  definite, 
indefinite,  or  numeral;  if  numeral,  it  may  be  cardinal  or 
ordinal.  If  it  is  demonstratiife,  it  may  be  an  article  either 
definite  or  indefinite;  or  it  may  be  a  pronominal,  and  if  so, 
it  is  ordinary,  interrogative,  possessive,  or  indefinite. 

2.  Its  Comparison. — State  whether  or  not  it  is  compared. 
If  it  is  compared,  give  its  comparison,  and  say  in  what  degree 
it  is  found. 

3.  Its  Use. — State  what  it  modifies,  and  whether  it  is  an 
adjunctive,  a  predicative,  or  an  appositive  adjective. 

Let  it  be  required  to  parse  the  adjectives  in  the  following 

sentence : 

But  he  thought  of  his  sister,  proud  and  cold, 

And  his  mother,  vain  of  her  rank  and  gold. 

His:  an  adjective,  demonstrative, pronominal,  not  compared, 
and,  as  a  mere  adjunct,  modifies  sister. 


-^la 
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Proud!  an  adjective^  qualitative^  rational;  compared  by 
er  and  est;  it  is  in  the  positive  degree,  and  is  an  appositive 
modifier  of  sister. 

Cold,  vain :  (parsed  exactly  like  proud). 

Her :  (parsed  like  his). 

18.  Adjective  Equivalents. — As  has  already  been 
explained,  the  adjective  function  may  be  filled  by  sentential 
elements  other  than  ordinary  adjectives. 

1.  By  a  verbal;  as,  a  living  tree,  coal  to  sell^  a  story  to 
be  believed^  etc. 

2.  By  a  prepositional  phrase;  as,  a  letter  from  home^  a 
QVLve  for  lisping^  a  ^a,j  for  planting  trees,  the  apples  ///  the 
cellar. 

3.  By  a  clause;  as,  a  tree  that  is  alive,  a  story  t/tat 
should  be  believed,  a  man  whose  father  was  in  the  Revolution, 
a  voter  ivhen  he  became  a  man. 

4.  By  a  noun  in  the  possessive  case;  as,  Johns  hat,  a 
mother's  care. 

19.  Expansion  of  Adjective  Elements. — Almost  any 
adjective  word  element  may  be  expanded  into  a  phrase  or 
even  into  a  clause. 

A  summer  day  =  a  day  in  summer. 

A  kind  act  =  an  act  of  kindness  =  an  act  t/tat  was  kind. 
A  memorad/e  event  =  an  event  to  be  remembered  =  an  event 
tkat  should  be  remembered. 

It  is  evident,  therefore,  that  phrases  and  clauses  used  as 
adjective  modifiers  may  generally  be  condensed  into  single 
words ;  and,  inasmuch  2l?>  force  is  gained  by  brevity,  we  should 
prefer  the  shorter  forms  unless  there  are  good  reasons  for 
using  the  longer. 

20.  Uses  of  Adjective  Phrases  and  Clauses. — We  have 
seen  that  an  adjective  may  be  a  mere  adjunct,  a  complement 
of  the  predicate,  and  that  it  may  be  used  appositive ly  to  add 
some  fact  or  circumstance,  or  to  explain  the  meaning  of 
something  that  precedes. 
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The  same  is  true  of  adjective  phrases  and  clauses. 

Adjunctive  or  Restrictive.  Predicative, 

demanded  1  f  high, 

in  New  York         \  was  \        beyond  our  means, 
that  was  demanded  J  I  what  we  promised  to  pay. 


The  price 


Appositive  or  Coordinate. 

The  cat,  which  is  a  relative  of  the  lion,  is  a  predatory  animal. 
The  lady,  who  was  very  pretty,  secured  the  position. 
The  price,  which  of  course  we  paid,  was  absurdly  high. 

Appositive  or  coordinate  clauses  are  distinguished  from 
adjunctive  and  restrictive  clauses  by  being  set  off  by 
commas.  A  fuller  treatment  of  clauses  will  be  found  in 
another  part  of  this  work. 

21«  Exercise. — In  the  following,  parse  the  adjectives,  and  point 
out  the  adjective  phrases  and  clauses;  tell  which  are  appositive,  which 
predicative,  ^nd  which  adjunctive;  state  also  what  each  modifies. 

1.  This  murderous  chief,  this  ruthless  man, 
This  head  of  a  rebellious  clan. 

Hath  led  thee  safe. 

2.  Gentleness,  the  characteristic  mark  of  the  true  gentleman  of  the 
old  school,  distinguished  his  every  act,  even  the  most  trifling. 

8.     The  church  that  stood  by  our  old-time  schoolhouse  is  in  ruins. 

4.  In  their  ragged  regimentals,  stood  the  old  Continentals,  yield- 
ing not. 

5.  The  tliree  stood  calm  and  silent,  and  looked  upon  their  foes. 
And  a  great  shout  of  laughter  from  all  the  vanguard  rose. 

6.  Alone  stood  brave  Iloratius,  but  constant  still  in  mind — 
Thrice  thirty  thousand  foes  before,  and  the  broad  flood  behind. 

7.  The  emperor  there,  in  his  box  of  state. 

Looked  grave;  as  if  he  had  just  then  seen 
The  red  flag  wave  from  the  city  gate. 
Where  his  eagles  in  bronze  had  been. 

8.  lie  that  gives  up  the  smallest  part  of  his  secret  has  no  control 
over  what  remains. 

0.  The  experience  that  teaches  us  to  govern  our  own  spirits  is  the 
best  of  all  training. 

10.  O,  a  dainty  plant  is  the  ivy  green. 

That  crcepeth  o'er  ruins  old ; 
Of  right  choice  food  are  his  meals,  1  ween. 
In  his  cell  so  lone  and  cold. 
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dry 

sincere 

wry 

guilty 

shy 

haughty 

sly 

common 

spry 

lovely 

remote 

faithful 

deadly 

morose 

awkward 

irate 

wholesome 

complete 

tardy 

discreet 

3 3.  Exercise. — Determine  by  the  ear  or  by  a  dictionary  the 
approved  comparison  of  the  following  words,  and  note  the  modifica- 
tions of  spelling: 

noble 

curious 

precious 

wealthy 

swarthy 

23.  Exercise. — Compare   such   of   the  following  adjectives  as 
admit  comparison,  and  explain  why  each  of  the  others  does  not: 
golden  empty  ultimate  perfect  humane 
entire              final                erect                   wooden  unanswerable 
English           prone              false                   universal          friendless 
spherical         dead               extreme             eternal              infallible 

24.  Other  Methods  of  Comparison. — The  regular 
comparison  by  annexing  er  and  est  is  usually  called  an  inflec- 
tion^ although  it  is  really  a  species  of  derivation.  Of  the 
method  by  means  of  the  adverbs  more^  most,  and  less^  leasts 
it  should  be  remarked  that  this  is  in  no  sense  an  inflection, 
and  that  there  seems  no  very  clear  reason  why  grammarians 
should  have  selected  these  particular  adverbs  to  use  in  com- 
paring adjectives;  for  there  are  a  great  many  other  adverbs 
that  modify  with  more  definiteness;  as,  somewhat,  slight ly, 
very,  quite,  extremely,  exceedingly,  positively,  decidedly, 
barely,  merely,  only,  rarely,  occasiojtally,  temporarily,  etc. 
All  these  are  useful,  and  the  student  should  have  a  ready 
command  over  a  good  variety  of  them.  Not  only  are  adverbs 
used  for  this  purpose  of  comparison,  but  adverbial  phrases  and 
clauses  also,  when  greater  precision  of  degree  is  required. 

pretty y  exceptionally,  tolerably,  often,  excess- 
ively, frequently,  charmingly,  surprisingly, 
coldly,    delightfully,    guardedly,    finally, 

^  refreshingly,  truly.  j 

in  school,  in  manner,  at  dinner,  towards  the 
aged,  in  speech,  at  times,  from  early  train- 
ing, in  taking  leai'e,  by  instinct,  from  policy, . 
to  excess,  with  an  object,  from  habit, 
if  he  is  in  the  mood,  when  he  can  afford  to  be 
so,  although  he  is  poor,  when  he  chooses  to  be, 
where  there  is  merit,  when  he  should  be 
otherwise,  to  those  whom  he  loves,  in  a  way 

.  that  gives  no  offense. 


Words 


cordial. 


Phrases 


^  polite. 


Clauses  < 


^generous. 


I" 
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i  Simple — good,  wise,  happy. 
(TiMK^OTfAi^four-haiided,     blue- 
eyed. 

!  2.    Proper  \  ■S^''*'//'— RuMiwi,  English. 

]  t  Cempeumd — Anglo- AmericBO. 

(Simple — amusing,  pleasing. 
Compound— Wle-^viag,    w  o  o  1  - 
gathering. 
r  Ci>MM0ff— whole,     no,     enough. 
both.  all. 
fl.    DsPiHiTK       \  \  Cardinal— aae.iix. 

1  N-meral-)  Ordimal—tnt, 
[        sUtb. 

!  Common — some,     much,     little, 
any. 
Numeral— Mij,   few,   some, 
several,  divers. 
A,T,c,..         1  D,Ji.U,-^i^ 

I  Indefintte — a,  an. 

(n)  Common — this,    these;    that, 

those ;  yon,  yonder. 
ifi)  Interrogative — which  ? 

what  ? 
(c)  Indefinite — each,  either, 

certain,  else,  sundry. 
((/)  Possessive — my,    thy,     his, 

her.  their. 


2.       PMONOMINAI. 


THE    PRONOrX. 
85.     Tlio   Function    of  the    Pronoun. — The  pronoun 

has  been  described  as  a  word  used  instead  of,  OT  a&  a  sub- 
stitute/or, a  noun.  This  description  comes  from  the  literal 
meaning  of  the  word /*r(wo«H  (/>/■(;,  "for,"Ho««,  "anaroe"), 
but  this  definition  is  not  exactly  true  of  all  the  pronouns, 
Vfhenjohn  says  of  himself,  I  scf,  the  meaning  is  somewhat 
different  from  what  it  would  be  if  he  should  say  John  sees. 
In  the  former  case,  /represents  the  speaker,  and  shows  by 
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its  form  that  it  does  so:  in  the  latter  example,  John  may 
denote  the  speaker,  but  nothing  about  the  form  of  the  word 
denotes  that  it  does,  as  is  the  case  with  /. 

When  of  himself  and  Henry,  to  whom  he  speaks,  he  says 
We  seCy  it  is  not  equivalent  to  John  and  Henry  sec.  But  if 
the  pronoun  were  an  exact  substitute  for  a  noun,  these  pairs 
of  sentences  would  be  exact  equivalents.  By  its  form^  I 
denotes  the  speaker  but  gives  no  hint  of  who  he  is — it  shows 
only  that  somebody,  present  and  known  without  being 
named,  is  speaking.  It  would  serve  equally  well  if  the  name 
of  the  speaker  were  unknown,  or  even  if  he  had  no  name. 

In  like  manner, 

We  =  I-^you  (the  speaker  4-  the  listener),  and, 

We  =  I-\-you  ■\-  he  (the  speaker  -+-  the  listener  -+-  Henry),  etc. 

In  this  last  case,  he  is  a  real  substitute  for  a  noun,  \yyxX.you 
and  /  are  not.     Hence, 

/  denotes  that  some  one,  whose  name  is  unknown  or  does 
not  need  to  be  known,  is  in  the  relation  of  speaker. 

We  denotes  that  some  one  is  speaking  for  himself  and  for 
others  that  have  been  referred  to  or  are  present.  What  their 
names  are  is  generally  a  matter  of  no  importance. 

You  denotes  some  one  in  the  relation  of  listener  to  some 
one  speaking,  and  it  is  used  whether  the  listener's  name  is 
known  or  not. 

HCy  s/Uy  they^  etc.  are  real  substitutes  for  names. 

It  appears,  therefore,  that  the  definition  usually  given  for 
the  pronoun  is  objectionable  from  the  fact  that  it  does  not 
exactly  describe  the  functions  of  all  the  pronouns.  Doubt- 
less, however,  it  is  the  best  that  can  be  devised.  Perhaps 
the  definition  already  given  is  somewhat  less  open  to  objec- 
tion than  that  usually  met  with  in  the  grammars. 

Definition. — A  pronoun  is  a  word  that  denotes  persons 
and  things  without  naming  them, 

36.  The  Antecedent  of  a  Pronoun. — Every  pronoun 
denotes  the  name  of  some  person  or  thing,  or  it  is  a  substi- 
tute for  such  a  name.  This  name  is  the  antecedent  of  the 
pronoun.     The  name  antecedent  means  **  going  before,"  the 
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implication  being  that  the  name  denoted  occurs  in  the  sen- 
.tence  before  the  pronoun  that  denotes  it.  Such  is  usually, 
but  not  always,  the  case.  Thus,  in  the  sentence,  John 
resolved  that  lie  would  earn  his  money  before  lie  would 
spend  it,  the  pronouns  he  and  his  follow  the  antecedent 
John.  The  same  is  true  of  it  in  respect  to  money.  But  in 
the  sentence,  Who  discovered  the  Pacific  Ocean?  the  antece- 
dent of  who  is  inquired  for  and  must  be  found  in  an  answer 
to  the  question,  Balboa  discovered  it.  The  antecedent  of  // 
is,  however,  really  antecedent  in  position. 

Moreover,  the  pronouns  /,  we^  me^  us,  you^  and  all  others 
denoting  the  speaker  or  the  listener,  can  scarcely  be  said  to 
have  antecedents,  since,  as  we  have  seen,  they  are  not 
strictly  substitutes  for  nouns;  Wi^y  denote  persons  or  things 
rather  than  take  the  place  of  names^  and  an  antecedent  is  a 
word  or  an  expression^  not  a  person  or  a  thing.  In  the  sen- 
tence, /  hurt  myself^  neither  of  the  pronouns  has  an  antece- 
dent word;  each  represents  a  person,  but  so  far  as  the 
reader  knows  or  the  sentence  indicates,  the  person  denoted 
by  the  pronouns  has  no  name,  or,  if  he  has,  it  need  not  be 
known. 


CliASSES    OF   PRONOUNS. 


PERSONAL.  PRONOUNS. 

27.  Function  of  the  Personal  Pronoun. — Although 
the  number  of  pronouns  is  small,  they  are  divided  into  sev- 
eral classes,  which  are  usually  grouped  under  five  heads: 
pcrso7ial^  relative^  interrogative^  demojistrative^  and  indefi- 
nite. The  pei-sonal  pronouns  are  those  that  by  their  form 
indicate  persons — the  speaker^  the  hearer^  or  the  person  or 
thing  spoken  about. 

(ii)      The  speaker;  as,  /,  me^  mine^  we,  etc. 

(b)  The  person  addressed;  as,  thou,  you,  thine,  yours,  etc. 

(c)  The  person  or  thing  spoke?i  of;  as,  he,  him,  she^  them, 
etc. 

The  words  7ny,  thy,  our,  your,  his,  her,  its,  and  their^  when 
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followed  by  a  noun  whose  meaning  they  modify,  are  gener- 
ally called  pronominal  adjectives;  as,  viy  work,  its  safety,  his 
neglect,  thy  duty,  etc. 

38.  Absolute  Possessive  Pronouns. — The  pronouns 
mine^  thine,  his,  hers,  ours,  yours,  and  theirs,  when  used  as 
equivalent  to  a  noun  with  a  pronominal  modifier,  are  called 
absolute  possessive  pronouns;  as,  mine  and  yours  are 
better  than  his  and  hers. 

These  pronouns,  although  they  denote  possession,  are  never 
used  in  the  possessive  case,  and  they  are  either  singular  or 
plural.  Thus  I  may  speak  of  my  boy  or  my  boys  as  mine. 
By  absorbing  the  possessives  my,  thy,  etc.,  they  take  into 
their  meaning  the  idea  of  possession,  but  their  fu fiction  is 
always  nominative  or  objective. 

If  mine  were  yours,  you  would  have  more  than  all  theirs. 
She  gave  Aers  for  his  and  ours. 

29.  Compound  Personal  Pronouns. — Certain  of  the 
personal  pronouns  annex  se//  or  selves  to  form  compound 
personal  pronouns: 


selves 


These  pronouns,  in  either  the  nominative  or  the  objective 
case,  are  usually  in  apposition  to  some  other  word ;  or  they 
are  intensive  and  have  the  effect  of  emphasis.  When  in 
apposition,  they  are  usually  set  off  by  commas. 

I,  myself,  will  go.     They  attacked  the  king  himself. 

They  are  used  reflexively  also ;  that  is,  denoting  the  same 
person  or  thing  as  the  subject,  and  as  the  object  of  a  verb  or 
preposition,  or  as  a  predicate  iiominative. 

I  hurt  myself.  A  house  divided  against  itself.  Richard  is  himself 
again. 

Both  the  nominative  and  the  objective  case  are  shown  in 
the  following  from  Tennyson :  **And  I,  myself,  sometimes 
despise  my  self  J** 


my 

him 

our 

thy 

her 

self 

your 

your 

it 

them 
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The  personal  pronouns  are  sometimes  used  reflexivcly;  as, 

Get  thee  gone.     I  did  repent  me,     I  do  remember  me  that  in  ray 
youth,  etc. 

Self  or  selves  may  be  used  as  a  noun  preceded  by  the  pro- 
nominal modifier  own;  as, 

To  your  own  sei/hG  true.     We  saw  the  grant's  own  self. 


I>ECL.KNSION  OF  THE  PERSONAL.  PRONOITNS. 

Denoting  the  First  Person. 

Singular.  PluraL 

Nominative  I  we 

,  Possessive  my.  mine  our,  ours 

Objective  me  us 

Denoting  the  Second  Person. 

Singular,  Plural, 

Nominative               thou,  you  you,  ye 

Possessive           thy,  thine,  your  your,  yours 

Objective                   thee,  you  you 

Denoting  the  Third  Person. 

Singular,  Plural, 

, . .-^ 

Masculine.  Feminine.  Neuter, 
Nominati7>e             he                  she  it  they 

Posst'ssii'e  his  her,  hers  its  their,  theirs 

Objective  him  her  it  them 


RELATrV'E  PRONOtrNS. 

30.  Function  of  the  Relative  Pronoun. — The  rela- 
tive or  conjunctive  pronouns  have  double  functions  in  sen- 
tences: WiQ.\  stand  for  a  noun  or  an  equivalent  of  a  noun, 
and  thev  coinicct  clauses. 

My  father  died  yesterday.  ^  ^   ^  y^^  i^\.\,Qx,  who  died  yesterday,  was 

My  father  was  a  lawyer.      )         (  ^  lawyer. 

This  dog  is  for  sale.  \   ^  (  q^^^j^  ^^^    which  gained  the 

This  dog  gained  the  first  prize,  f  ~  \  ^^^^  P"^^-  ^^  ^^^  ^^^®- 

This  man  owns  the  house.  ^   ^  j  ^^^^^  ,^^^q  ^^^.^^  ^y^^  y^^^^^  ,.|,^|.  j^cfc 

Jack  built  the  house.  \         \  ^^^^^- 
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In  the  first  sentence  who  stands  for  my  father^  and  it  con- 
nects the  two  clauses;  it  is  besides  the  subject  of  died.  In 
the  second  sentence  the  function  of  u*hUh  is  exactly  similar 
to  that  of  who  in  the  first  sentence.  Thai,  in  the  last  sen- 
tence, connects  the  clauses  and  is  the  object  of  built;  this  is 
because  it  takes  the  place  of  the  house  in  the  second  of  the 
united  clauses.  The  words  father^  dog,  and  house,  to  which 
the  pronoims  relate,  are  called  antecedents — meaning  words 
that  go  before:  father  is  the  antecedent  of  who ;  dog,  of 
which ;  house,  of  that. 

31.  The  Simple  RelatlTe. — The  simple  relative  pro- 
nouns are  who,  which,  what,  and  tliat. 

Who  is  used  for  persons,  and  for  animals  and  things  per- 
sonified— that  is,  spoken  of  as  if  they  were  persons.  It  is 
inflected  for  case,  but  has  the  same  form  in  both  the  singular 
and  the  plural. 

Nom.,  who;  Julius  Csesar,  who  invaded  Britain,  soon  returned  to 
Gaul. 

Poss. .  whose;  Alexander,  whose  father  was  Philip,  was  taught  by 
Aristotle. 

Obj.,  wham;  Napoleon,  whom  all  France  loved,  died  at  St  Helena. 

Which  is  used  for  animals  and  for  things  without  life, 
although  it  was  formerly  used  for  persons  ;  as,  Our  Father, 
which  art  in  Heaven.  Which  is  not  inflected  either  for  mim- 
ber  or  case,  but  whose  is  sometimes  used  as  its  possessive 
case ;  as,  The  jewels,  whose  value  was  great,  were  seized  by 
the  sheriff.  This  usage,  however,  is  condemned  by  many 
authorities,  who  prefer  of  which  to  whose  when  the  reference 
is  to  anything  without  life. 

Nom. ,  which;  The  telephone,  which  was  once  merely  curious,  is  now 
indispensable. 

Poss. ,  [whose] ;  We  heard  a  noise  the  cause  o/  7uhich  we  could  not 
determine.     There  were  many  horses  whose  owners  had  l)een  killed. 

Obj.,  which;  He  solved  the  problem  which  we  found  in  Euclid. 
piVe  found  which.     Which  is  the  object  of  found.] 

But  whose  should  be  preferred  to  of  which  in  cases  of  per- 
sonification; that  is,  when  inanimate  things  are  spoken  of 
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as  if  acting^  in  the  manner  of  persons  or  other  intelligent 
living  agents. 

The  earth,  whose  treasures  are  for  man's  benefit,  etc  They  sought 
goid,  whose  blight  has  been  upon  men,  etc. 

Tliat  is  the  most  useful  of  all  the  relatives,  being  a  sub- 
stitute for  either  zuho  or  which.  It  is  used  in  both  the  singu- 
lar and  the  plural. 

The  man  that  hath  not  music  in  him,  etc 

The  ships  that  pass  in  the  night 

The  cat  that  killed  the  rat  that  ate  the  malt. 

This  relative  differs  from  who  and  tvhich  by  not  being 
used  immediately  after  a  preposition.     Thus  we  may  say, 

r  -with  wham  I  went  (not  with  thaf). 
The  man  I  by  whom  it  was  done. 

[  through  whose  agency,  etc 

r  111  which  we  delighted. 
The  verse  \  by  whose  music  wc  were  charmed. 

t  agralnst  which  objections  were  urged. 

Yet  we  have,  I  have  sinned  In  that  I  have  betrayed  inno- 
cent blood  (///  that  =  /;/  this  that,  etc.).  When  the  relative 
stands  apart  from  the  preposition,  that  may  be  used  for  who 

or  zvhicli ;  as, 

( that     ) 
This  is  the  man  ■{  W  referred  to  (to  whom). 

i  whom  \ 

{  that      ) 
Here  is  the  tree  ■{  -  was  spoken  of  (of  which). 

I  which  \ 

33.  Kolatlves  in  Kestrictlve  and  In  Coordinate 
Chiuses. — There  is  an  important  distinction  in  the  use  of 
whoy  whichy  and  tliai  in  relative  clauses.  Many  of  our  best 
writers  observe  it,  and  it  is  strongly  insisted  on  by  a  large 
number  of  our  highest  authorities  in  grammar. 

Professor  Bain  states  the  principle  in  the  following*  lan- 
gfuagfe: 

**77/«'  adjective  clause,  ///  its  fundaiticntal  restrictive 
application,  should  be  introduced  by  the  restrictive  relative 

wmxr 
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It  sbooM  be  noted  that 

A  restrictive  clause  is  one  that  does  the  work  of  a  mere 
modifier:  and  that 

A  <x>ordiiiate  cUrase  is  a  clause  of  equal  rank  with  a 
leading^  or  principal  clanse.  It  nsnally  adds  some  circum- 
stance to  the  principal  clause.  This  addition  may  be  in  its 
nature  appositiz'ej  exflanatarj^  or  a  mere  aftcrthcu^kt:  but 
its  rank  in  the  sentence  is  the  same  as  that  of  the  principal 
clause — coordinate  with  it  in  importance.  The  rollowir.or 
examples  will  make  the  matter  plain : 

Restrictive  Clauses. — The  rope  that  zi-as  made  of  cotton 
(cotton  rope)  was  not  so  strong  as  the  cable  that  was  tuadc. 
of  steel  (steel  cable).  The  man  tliat  hesitates  (hesitating 
man)  is  lost.  Clauses  so  used  are  mere  adjectives  in  func- 
tion— they  narrou%  restriety  modify^  the  meaning  of  a  noun 
or  a  pronoun. 

The  connective  that  introduces  a  restrictive  clause  is  not 
always  that.  ^lany  other  words  may  have  this  function.  It 
is  the  fact  that  the  clause  has  the  use  of  a  mere  adjectival  or 
adverbial  modifier  that  makes  it  restrictive. 

Strike  vrhen  tlu  iron  is  hot.  I  know  a  bank  whereon  th^  wild 
thyme  grows. 

Here  the  first  clanse  is  a  mere  adverb  in  function,  and  the 
second  an  adjective.     Both  are  therefore  restrictive. 

Coordinate  Clauses. — The  officer,  who  is  my  cousin  (=  and 
he  is,  etc.),  was  very  attentive.  His  wealth,  which  was 
great,  did  not  surpass  that  of  his  partner,  who  was  his 
brother.     Here  ivhich  =  and  it,  and  icho  =  and  he. 

The  connective  who  or  luhich  may  generally  be  resolved 
into  and,  because,  although,  etc.  and  some  subject  pronoims. 

He  was  punished,  who  had  done  no  wrong  {^ivho  =  a /though  he). 

By  using  that  to  introduce  restrictive  clauses,  and  who  or 
which  when  the  clauses  are  coordinate,  atnbiguity  or  double 
meaning  is  avoided. 

_-         ^  ^,  ^      (that  doToeif  to  us    (sometime  before). 

We  met  the  senator  {        ,      .         ,  ^         ;    ,  *  t.-    x 

( ,  'Who  bowed  to  us  (when  we  met  him). 

(Who  =  and  he.) 


26  GRAMMAR.  §  17 

that  can  do  no  wrong  is  a  myth. 

A  king    ■    •  "^^^  ^^^  ^'^  ^^  wrong,  will  reign  hereafter,  and  then 

justice  will  be  done.     (Meaning  that  he  is  living 
and  will  come  to  the  throne.) 

33.     The   following   analyses   will    aid    the  student   in 
understanding  this  matter: 


1.     (Words),  (which)  [are]  the  signs  of  ideas,  [shoald  be  stodiedl  carefiilly. 

—J—  nc — 1 — =J t IZD — 


Here,  which  =  because  they  or  far  they.  The  sentence, 
therefore,  is  cotnpound;  or  it  may  be  regarded  as  simple, 
with  an  independent  parenthetical  clause  element  Although 
the  clause  which  are  the  signs  of  ideas,  is  used  to  explain 
words  and  in  a  sense  modifies  its  meaning,  the  clause  is  of 
equal  rank  grammatically  with  the  clause,  Words  should  be 
studied  carefully.  The  sentence  is  therefore  compound. 
The  same  is  true  of  sentence  (3)  below;  but  (2)  and  (4)  are 
complex^  because  their  clauses  are  of  unequal  rank. 


r 


2     (Words)  (that)  [have  been  uttered]  fc&n]  never  [be  recalled] 

^     t    '  I t     "T" I 

+ 

I — '  I         I  — \ 

3.  (Time),(who)ps|a  thief,  [robs]  us  of  our  choicest  treasures. 

t      n3.,,Jl3^;dU     "^ =r  ^ 

* ' 4- 

4.  (Time)  (that) [is] wasted  sooner  or  later  [brings]  remorse. 

t        =;=^— . TZ HZ T      =i= 

34.  The  student  must  not  understand  that  this  use  of 
wlio  and  which  solely  as  coordinating  and  of  that  solely  as 
restrictive  is  fully  approved  by  all  the  latest  and  best  gram- 
marians. It  is  merely  a  very  valuable  distinction,  actually 
made  by  many  eminent  authorities,  and  strongly  urged  for 
y^rneral  adoption.  That  the  usage  will  soon  be  fully 
<vv\vpled,  tliere  can  be  little  doubt,  for  it  enables  us  to  avoid 
,i«^^^tnx:\ntv  and  to  escape  an  undesirable  frequency  in  the  use 
vH  .v#ift/  a\\k\  which.  The  student  is  advised  to  give  particular 
^Hiv  -^^  Uunight  to  the  examples  in  Art.  41. 
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35.  The  Double  Relative. — What  is  called  the  doable 
relative.  The  reason  of  this  is  that  it  does  the  work  of 
both  antecedent  and  relative,  being  equi\-alent  to  that  zi*huh^ 
or  the  thing  which,  in  which  t/iat  or  thing  is  the  antecedent 
of  which.  This  relative  never  represents  persons,  and  the 
clause  introduced  by  it  has  the  value  of  a  noun. 

When  what  is  compounded  with  eier  and  soeier,  it  is 
called  a  compoand  relative  pronoun,  as  are  also  the 
similar  compounds  of  ez^er  and  soever  with  who,  which,  and 
whose. 

The  uses  of  wliat  are  illustrated  in  the  following  sentences : 

that  which  ! 

Describe  what  you  found.      What  =   -    the  thlnjHT  ti'-^/V^    - 

,  the  thing  M<z/     J 

Explain  what  caused  the  trouble.      What  =  that  which,  etc 
From  what  he  said,  he  is  willing,      li'hat  —  that  which,  etc 

In  the  first  sentence  ivhat  fills  the  double  relation  of  object 
of  describe  and  oi  found;  in  the  second  it  is  object  of  explain 
and  subject  of  caused;  in  the  last,  it  is  object  oi/rom  and 
object  of  said. 

In  all  these  uses,  wliat  may  be  decomposed  into  an  ante- 
cedent followed  by  a  relative:  that  which,  the  thing:  which. 

The  (result)  [was]  different  from  what  (he)  [expected]. 


(Toa)  [could]  never  rguessi    (what)   [did]  the  mischief. 

t J    ■■  t ■ 


36.  Suhetitntes  for  Relatives. — The  words  as,  but, 
•when,  -where,  ^whence,  whither,  and  ivhy,  as  well  as 
some  of  their  compounds  with  ever  and  soever,  are  frequently 
used  as  relative  pronouns. 

As,  preceded  by  such  and  same. 

Select  such  men  as  you  need.  Such  men  as  =  the  men  that,  or 
those  men  that. 

Here  men  is  the  antecedent  of  the  relative  that. 

You  have  the  same  failings  |     "     t  (  ^®  ^^^  shown. 
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But.     After  a  negative  clause  but  =  that  +  i^ot. 
None  but  the  brave  =  no  man  tliat  is  not  brave. 

Wben,  in  cases  where  a  noun  denoting  time  is  the  ante- 
cedent. 

There  is  a  time  \  iii  ii  I  "^®°  must,  etc 

Where,  when  the  antecedent  denotes /&^^. 

He  fell  in  the  field  J  a  *  a  j  ^®  fought 

Wbitber,  after  a  clause  denoting  motion  to  a  place. 

We  telegraphed  to  the  office  J  a  *  ;fc  I  ^®  ^^^  gone. 

Why.     The   clause   introduced  by  why  as  a  relative  is 
always  an  adjective  modifier;  as, 

There  is  no  reason  \  j.         , .  ,  i  I  should  go. 

( for  whtch  J  ** 

Why  I  should  go  is  an  adjective  modifier  of  reason. 


INTERROGATIVE  PRONOUNS. 

37.  The  interrogative  pronouns  are  who,  which, 
what,  and  Avhether,  when  used  in  asking  questions. 

Who  inquires  for  persons,  is  either  singular  or  plural, 
and  is  entirely  indefinite — the  person  inquiring  is  in  igno- 
rance of  the  persons  for  whom  he  inquires;  as, 


;r/,.  P"'"-*^    I  hurt? 

(  were  ) 


Interrogative  who  is  declined  in  the  same  way  as  relative 
who:     Noin.,  who?  Poss.,  whose?  Obj.,  whovt? 

IVhose,  although  it  denotes  possession,  may,  like  the  adso- 
lute  personal^  be  used  in  either  the  twvtinativc  ox  Wv^  objective 
case;  it  is  never  in  \\\q.  possessive  case. 

Nom.,  Whose  is  it  ?    ObJ.,   Whose  did  you  send  him  ? 

Here  the  antecedent  of  whose  may  be  book^  for  example. 
Wbicli  inquires  for  persons  or  thing^s,  either  one  or 
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more,  of  a  class;  it  may  therefore  be  either  singular  or  plural 
without  change  of  form;  as, 

Which  of  the  men  (  *^      \  ready  ?    Which  \  *®      |  the  best  ? 

(  are  )         ^  \  are  ) 

What  applies  only  to  tlilngps ;  as, 

What  do  you  want  ?     What  is  truth  ? 

Whether  was  formerly  us^^d   with   the   force   Which   of 
two?  as, 

Whether  is  greater,  the  gold  or  the  temple. 

Whether  as  an  interrogative  pronoun  is  no  longer  used. 


DEMONSTRATIVK  PROXOUNS. 

38.     Function    of    the    Demonstrative    Pronoun. — 

When  this  and  that^  with  their  plurals  these  and  those^  stand 
alone  and  have  the  functions  of  pronouns,  they  are  called 
demonstrative  pronouns. 

This  is  mine  if  that  is  yours.      These  are  gcx)d,  but  those  are  bad. 

We  have  seen  that  when  these  words  are  joined  to  a  noun 
to  modify  its  meaning  they  ^,vc  pronoviina I  adjectives. 

This  ^^/ is  old;  that //«/  is  new.  These  men  are  idle;  those 
women  are  industrious. 

The  demonstratives  are  used  both  of  persons  and  things, 
and  they  are  not  inflected  for  case. 

This  and  these  refer  to  what  is  nearer;  that  and  those 
refer  to  the  more  distant. 

His  work  is  better  than  \ ,,'},,.  J      I  of  vours.     You  may  take 

(///rt/ (distant))        "  ^ 

these  ;  I  prefer  those. 

Some  other  words  are  employed  as  demonstrative  pronouns. 
Words  so  used  may  always  be  known  by  the  office  they  fill 
in  a  sentence.  Among  these  are  such,  so,  thus,  then,  here, 
there,  etc. 

You    are    a    gentleman:    behave    as    stich.      Since    matters    are 

l/L. j  •  ^'^'-     \  ml  [  '"  """^^  comfortable  than  jj^^^ j  • 
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The  antecedent  of  a  demonstrative  names  that  which  is 
referred  to  by  the  pronoun. 

This  may  be  a  ^word  or  a  clause ;  as,  Tbls  is  very  inter- 
esting. (A  booif  for  example.)  To  be^  or  not  to  be ;  tliat  is 
the  question. 

A  condition  of  things ;  as.  Must  I  endure  all  tills  ? 
(The  things  that  had  been  mentioned  or  referred  to  before.) 


nn>EFINITE  PBONOUXS. 

30*    Function  of  tlie  Indefinite  Pronoun. — ^As  its 

name  indicates,  an  indefinite  pronoun  stands  for  names,  but 
denotes  the  things  themselves  with  vagueness  and  uncer- 
tainty. Some  of  them  have  something  of  the  potnting-out^ 
or  demonstrative  quality,  but  not  enough  of  it  to  put  them 
among  the  demonstratives.  It  is  their  indefiniteness  in 
denoting  the  persons  or  things  intended  that  is  most  notice- 
able. 

Most  of  them  are  used  also  as  adjectives,  and  some  of  them 
are  regarded  by  many  grammarians  as  mere  nouns.  But, 
inasmuch  as  all  of  them  do  in  some  measure  the  work  of 
pronouns,  it  is  better  to  call  them  such. 

One  and  other  are  the  best  examples  of  indefinite  pro- 
nouns. This  is  because  their  antecedents  are  perfectly 
indefinite y  and  because  they  are  inflected  for  number  and 

case. 

Singular.       Plural 

Nom.      one  ones 

Poss,     one's  ones' 

Obj,        one  ones 

One  cannot  help  loving  one^s  little  ones.  Others'  wrongs  impress  us 
less  than  do  our  own  wrongs.  One  can  do  what  one  likes  with  one's 
own. 

Other  pronouns  belonging  among  the  indefinites  are  the 
following  when  used  without  an  associated  noun :  none^  any^ 
somCy  each,  every,  either,  neither,  many,  few^  all,  both^ 
aught,  naught,  enough^  such,  else,  somewhat,  sundry^  cer- 
tain ;  also  sofncy  any,  every,  and  no  compounded  with  one^ 


Singular, 

Plural. 

other 

others 

other's 

others' 

other 

others 
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tAin^y  and  doJy;  as,  somebody,  nothing,  etc.  When  these 
elements  are  not  united,  the  former  is  merely  a  pronominal 
adjective  modifying  the  latter;  as,  some  one,  no  one,  any 
one. 

Many  authorities  regard  such  words  as  somebody,  nothing, 
ei^erybody,  anything,  and  other  similar  compounds  as  nouns. 
This  is  a  matter  of  little  importance,  provided  their  pronom- 
inal function  is  distinctly  perceived. 

Each,  every,  either,  and  neither  are  generally  classed  as 
distributive  indefinite  pronouns.  This  is  owing  to  the  fact 
that,  although  they  imply  a  whole  group,  they  require  that 
the  units  making  up  the  group  shall  be  considered  separ- 
ately. 

Each  decided  to  make  the  voyage.  Everybody  has  erred  at  some 
time. 

8iieh  and  other  are  called  comparatives,  because  they 
are  used  in  comparing;  as, 

This  is  such  as  will  please  you.     That  is  ot/u^r  than  it  should  be. 

Here,  that  which  such  denotes  is  ofTcrcd  as  something  that 
has  been  compared  with  others  that  may  not  please. 

Bach  other  and  one  another  are  called  reciprocals — 
they  have  a  fnutual  sense. 

They  hate  each  other  =  The  former  liates  the  latter,  and  the  latter 
the  former  =  They  hate ;  each  hates  the  other.  There  must  be  only 
two  when  each  other  is  used. 

They  helped  one  another  —  They  helped;  one  helped  another. 
There  are  always  more  than  two  referred  to  by  one  another, 

40.  Exercise. — Point  out  and  classify  the  pronouns  in  the  follow- 
ing selections;  tell  also  what  each  modifies: 

1.  They  and  I  visited  the  park  yesterday  and  we  were  much  pleased 
with  its  fine  appearance. 

2.  Children  learn  early  to  distinguish  between  mine  and  thine, 

8.  At  last,  like  one  who  for  delay  seeks  a  vain  ezcnae,  he  rode 
away. 

4.  One  must  not  expect  many  to  be  right  when  all  ar»  likely  to  be 
wrong. 

5.  These  are  such  as  our  fathers  used  long  before  W0  w«fe  bom. 
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6.  'Tis  said  that  people  ought  to  guard  their  noses, 
Who  thrust  them  into  matters  none  of  theirs. 

7.  Few,  few  shall  part  where  many  meet 

8.  Nor  is  a  true  soul  ever  born  for  naught : 

Wherever  any  such  hath  lived  and  died, 
There  hath  been  something  for  true  freedom  wrought 

9.  »***##»    then  I  held  you  fast, 

And  all  stood  back,  and  none  my  right  denied. 
And  forth  we  walked. 

10.  I  saw  the  boy,  who  was  taking  a  ride  on  the  pony  that  I  gave 
him. 

11.  What  in  me  is  dark,  illumine. 

12.  •'  Shall  I  have  naught  that  is  fair  ?"  saith  he; 
'•  Have  naught  but  the  bearded  grain  ?" 

13.  The  earth  yearns  toward  the  sun  tor  light. 

The  stars  all  tremble  toward  each  other, 
And  every  moon  that  shines  tonight 
Hangs  trembling  on  an  elder  brother. 

14.  Whatsoever  a  man  soweth,  that  shall  he  also  reap. 

15.  Silver  and  gold  have  I  none ;  but  such  as  I  have  give  I  thee. 


41.  Exercise. — In  the  following,  determine  the  proper  relative, 
and  explain  the  difference  in  meaninjj:  wlien  the  relative  clause  may  be 
taken  either  as  restrictive  or  as  coordinating.  Punctuate  properly  by 
setting  off  with  comifias  clauses  that  begin  with  7uho  or  which.  Those 
that  are  restrictive  omit  the  commas. 

1.  The  evil  \    / .  ,  {  men  do  lives  after  them. 

( which ) 

2.  The  best  boy  s      '        v  you  have  is  tlie  one  <     ,        >  I  want 

^    \  whom  \  ''  ( whom  ) 

3.  The  soldier  J  *  !  is  his  country's  defender  should  be  ready  to 
die  for  her. 

4.  These    documents   !     ,\  ,  [  I    commit   to   your   care    are  very 

( whicli )  '  "^ 

important. 

^      ^.      .       ,       (who)  .        .  (which)  .     - 

o.     The  teacher  \^,      \  is  wise  omits  ])unisnnicnt  ;  ,  S  is  degra- 

(that)  ^  (tliat     J  * 

ding. 
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( who ) 
6.     The  Chinaman  -j  ,      vcame  into  the  country  through  Canada  was 

arrested  as  soon  as  he  crossed  the  line  J    ,  •  ,  }  separates  the  twocoun- 


tnes. 


I  \i^hich )  ( which ) 

7.  The    earth  i.^^  ^    J-  is  a  sphere?  J  is    flattened    at   the 

poles  is  nearly  8,000  miles  in  diameter. 

8.  In  manners  I  ,  }  characterize  the  gentleman  he  was  superior 

( that     ) 

^      „  \  whom ) ,  . 

to  alK,,    ^     i-he  met 
( that     I 

rwho     ^ 

9.  1  noticed  a  lady  with  a  lap-dog  -j  which  [  was  out  for  an  airing. 

Uhat     J 

!•    •     i_  \ 
I  keeps  such  excellent  time  was  the  property 

of  my  grandfather  J  .t^  .  ( died  a  year  ago. 

(which  5 
,         J  we  spend  at  the  seashore  should 

restore  our  health  ■<     i,-  t.  r  we  have  lost 

12.  The  boy  enlisted  for  the  war -j  this  father  greatly  disap- 
proved. 

( which ) 

13.  Libraries  ■<  j-are  destined  to  destruction  by  fire  always 

contain  literary  treasures-!  j- cannot  be  replaced. 

!  which ) 
,         I  were  built  of  stone  are  still  in  a  good 

state  of  preservation. 

( who ) 
15.     The  lady -j  ,      |- accompanied  the  senator  from  Utah  was  his 

wife-!     ,        V he  had  married  a  year  before. 
)  whom )  -' 

43.     Exercise. — By  means  of  diagrams,  analyze  the  following 
sentences : 

1.  As  he  sowed,  some  fell  by  the  wayside. 

2.  What  did  you  pay  for  the  horse  that  you  sold  to  me  ? 

3.  One  cannot  always  obtain  one's  just  dues  in  this  world. 

4.  Words  that  are  primitive  have  no  other  form  that  is  simpler. 
6.  His  own  father  would  not  have  known  him  in  that  g^ise. 
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6.  I  speak  not  to  disprove  what  Brutus  spoke. 

7.  They  that  have  done  this  deed  are  honorable. 

8.  I  am  no  orator,  but  a  plain  blunt  man  that  loves  my  friend. 

9.  The  usher  sat  remote  from  all»  a  melancholy  man. 

10.  I  have  done  the  State  some  service,  and  they  know  it. 

11.  I  knew  that  my  secret  was  one  that  earth  refused  to  keep. 

12.  Joy  went  with  my  children  one  and  all,  and  tuned  their  voices 
with  song. 

18.  We,  the  people  of  the  United  States,  do  hereby  ordain  and 
establish  this  Constitution. 

14.  Know  then  this  truth — enough  for  man  to  know — 
Virtue  alone  is  happiness  below. 

15.  Most  men,  judged  by  their  manner  of  governing  children,  have 
never  themselves  been  children. 

16.  Fast  he  creepeth  on,  though  he  wears  no  wings. 
And  a  stanch  old  heart  has  he. 

17.  In  times  like  these,  when  the  passions  are  stimulated,  truth  and 
honor  are  forgotten  by  almost  everybody. 

18.  His  funniest  after-dinner  stories,  which  made  everybody  laugh, 
were  often  made  to  order. 

19.  Humanity,  with  all  its  fears, 

With  all  its  hopes  of  future  years, 
Is  hanging  breathless  on  thy  fate. 

43.  Parsing:  the  Pronoun. — To  parse  the  pronoun,  the 
student  should  state  the  following: 

1.  The  tlass  and  subclass  in  which  it  belongs.  It  may  be 
persojial  (simple  or  compound),  relative  (simple,  double,  or 
compound),  interrogative^  demonstrative^  indefinite  (distrib- 
utive, comparative,  reciprocal).  The  antecedent  should  be 
mentioned,  and  reasons  given  for  each  conclusion. 

2.  The  inflect io7i  if  there  be  any — gender^  person^  number^ 
case,  and  why. 

3.  Its  use  and  relations  in  full. 

44.  Model  for  Written  Parsing:. — The  following  model 
can  be  made  very  useful  for  written  parsing. 

Only  to  a  few  of  us  did  the  master  reveal  the  secret  that  he  had  so 
long  concealed. 

Tell  me  what  it  is  that  causes  the  tides. 
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CUu. 

tiendcr. 

PBr»n. 

Number. 

c».. 

R.l=.ionorSynm.. 

few 

OS 
that 

indef. 
pars. 
reL 

com. 

third 

first 
third 

plur. 

sing. 

obj. 
obj. 

obj.  of  prep.  fo. 
obj.  of  prep,  iif, 
obj.  of  Aa,/  concealed. 

Connects  secret  with 

he  had.  etc. 

he 
me 
irhnt 

pers. 

pers. 

doub.«l, 

:i 

third 
first 
third 

sing- 
sing. 
sing. 

"ob" 

obj.  +  nom. 

subj.  of  had  concealed. 
obj.  of  to  undtrslood. 
=  that  which:  thai  oh\. 

of  /(■//,■   u-hich.  pred 

nom.  of  is. 

it 
that 

reL 

:z: 

third 
third 

Sing. 

sing. 

Z: 

suhj.  of  is. 
subj.  of  causes. 

45.      ExEHCist. — P&rse  in  writing  all  the  pronouns  giveu  in  the 
first  twelve  seutentes  in  exercise,  Art.  42. 


TABI^E    OF    PRONOUNS. 

[\.    Personal  fy^^^^-     , 
j  Compound. 
["  Simple, 
Relative^  Double. 

I  Compiound. 
Interrogative. 
Demonstralh-e. 

\  Distributive. 
ludefinilel  Comparalivi;. 
\  Reciprocal. 
Gender.         [Only  certain  personal  pro- 
Person.  nouns  in  the  singular  huve 

mber.  gender,] 

Case. 
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(PART  5.) 


THE  VERB. 

1,  The  Function  of  the  Verb. — ^We  have  already 
learned  that  in  every  sentence  the  verb  is  the  predicating: 
word.  It  is  meant  by  this  that  the  verb  is  the  word  by 
means  of  which  it  is  possible : 

1.  To  say,  j  The  earth  is  a  sphere. 
tell,  or  declare ;  as,  (  The  storm  will  rage  fiercely, 

2.  To  ask  a  question ;  as.  j  ^^^ ^^^^^^.i^^^  ^ 

3.  To  command,    j  ?  'l"'"'"     ^'T^/'fj,   Z'a   ^^'^^^' 

-  ,  -{  Excuse  me.     Ptly  the  blmd. 

entreat,  or  wish ;  as,  J  _,         „  ,     , 

'  '         (  Thy  will  be  done. 

Every  word  in  a  statement  is  more  or  less  necessary  to  the 
completeness  of  the  statement;  the  same  is  true  of  the  words 
in  a  sentence  that  expresses  a  question  or  a  command.  But 
the  verb  is  the  one  word  that  cannot  be  omitted  without 
making  nonsense  of  what  remains — without  destroying  the 
sentence.  It  is  impossible  to  express  a  complete  thought  by 
words  unless  there  is  one  of  them  that  has  the  office  of  a 
verb.  By  this  fact,  grammarians  were  led  to  call  this  part 
of  speech  the  verb,  from  the  Latin  word  verbum^  meaning 
**a  word."  They  intended  to  imply  that  the  verb  is  the 
"word — the  all-important  element — in  speech. 

The  verb  is  named,  therefore,  from  considering  the  impor- 
tance of  the  part  it  fills  in  the  sentence — from  its  use. 

§18 
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It  is  also  defined  from  the  same  standpoint — that  of  its  use 
in  the  sentence;  not,  however,  from  the  importance  of  that 
use  or  function,  but  from  the  kind  of  use.  Considered,  then, 
from  the  office  it  fills, — its  function^ — the  verb  tellSy  it 
questions,  it  commands — in  one  word,  it  predicates. 

2.  Wliat  It  Is  That  Verbs  Express.— In  order  that  the 
student  may  understand  the  real  nature  of  the  verb,  and  the 
reasons  for  the  classifications  that  are  to  follow,  it  is  necessary 
to  consider  more  fully  just  what  this  part  of  speech  does  in 
the  sentence. 

The  most  important  matter  with  which  language  can  be 
concerned  is  action — the  various  changes  and  movements 
and  doings  of  things  material  and  immaterial.  In  the  expres- 
sion of  thought  many  words  are  required,  but  the  most  useful 
of  them  all  are  the  **  action  words."  Now,  action  is  of  many 
kinds,  and  it  is  sometimes  not  easy  to  see  that  a  certain  verb 
really  does  express  action. 

Physical  action  is  recognized  without  difficulty,  generally 
by  the  aid  of  the  senses.  Examples  of  verbs  denoting  this 
kind  of  action  are  walk,  push,  write,  skate,  build. 

Mental  and  emotional  action  is  almost  as  readily  recog- 
nized as  that  expressed  by  verbs  denoting  sensible  motions. 
Such  are  think,  remember,  admire^  consider,  judge,  decide. 

It  is  loss  easy  to  see  that  real  action  or  change  is  indicated 
by  such  verbs  as  rest,  lie  (to  recline),  sleep,  decay,  grozu,  and 
many  others  like  them;  but,  most  difficult  of  all,  are  a  few 
verbs  called  iioiiter  verbs,  such  as  seem,  appear,  feel,  and 
csivoially  is  in  its  various  forms. 

'V\w  neuter  verbs  are  thought  by  many  7iot  to  express  action 
at  all.  but  a  state  or  condition  of  that  which  is  named  by  the 
si.l>icet.  A  little  reflection,  however,  will  make  it  clear  that 
they  expn.*ss  action  and  at  the  same  time  denote  a  state  or 
condition  of  the  actor. 

When  it  is  siud. 

He  seems  sick, 

there  are  certain  changes  in  the  usual  appearance  of  the 
person  in  question,  signs  that  sjxiak  as  plainly  to  the  eye  as 
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the  tongue  can  to  the  ear.     In  other  words,  certain  parts  of 

the  person  are  doing  something  when  he  seems  or  looks  or 

appears  in  a  manner  that  reveals  some  state  of  his  mind  or 

body.     His  general  bearing,  the  color  of  his  skin,  the  luster 

of  his  eyes,  and  many  other  agencies  are  by  a  kind  of  action 

making  known  that  he  is  in  a  state  described  by  sick. 

In  the  sentence, 

Troy  was, 

there  is  action  as  well  as  state  expressed.  In  order  that  it 
may  be  said  that  anything  is  or  was^  there  must  be  a  certain 
going  on  from  moment  to  moment.  When  this  showing  or 
seeming^  this  continuing  or  changing^  ceases,  some  other  con- 
dition of  being  and  action  takes  its  place,  and  is  shown  and 
recognized  in  a  similar  manner. 

In  short,  it  appears  that  all  verbs  express  action  of 
some  kind, 

3.  Aotion  and  State. — Every  verb,  then,  indicates  some 
kind  and  degree  of  activity.  But  this  is  not  all.  It  is  true 
also  that  every  verb  expresses  or  Implies  a  state  or 
condition  of  the  actor  or  ag^ent.     Thus,  when  it  is  said, 

714^  boy  Tvalks,  thinks,  sleeps,  and  gro^ws, 

each  of  the  verbs  denotes  a  special  kind  of  activity  as  well 
as  a  certain  accompanying  state.  The  boy  not  only  performs 
the  act  of  walking,  but  he  is  in  a  state  or  condition  such  that 
he  may  be  called  a  walking  boy.  He  is  in  a  condition  of 
ivalkingy  of  thinking,  of  sleep,  of  growth.  When  the  boy 
ivalks  or  thinks^  we  notice  the  action,  but  the  state  is  scarcely 
ever  considered;  when  he  sleeps  and  grows,  we  notice  the 
state  rather  than  the  action.     If,  however,  we  say. 

The  boy  Is  grood, 

the  species  of  action  that  we  call  being  or  existejice  is  not 
thought  of — our  attention  is  engaged  only  by  a  state  or  con- 
dition  of  goodness  in  the  boy. 

Hence  all  verbs  might  be  arranged  in  a  series  beginning 
with  verbs  that  make  action  prominent  and  state  slight  or 


unnoiiceable,  and  ending  with  those  in  which  stale  is  the 
conspicuous  feature  and  the  action  is  obscure  or  unnoticed. 


I  f  walk 

.     . ,  shout 

Action     ^^^^ 
(StaU    -, 


Action 
and 

Htate 


repose 

lie 
decay 


State 
{AclioH   ■ 


I  be 


I 


4.  Verbs  Active  and  Verbs  Neater. — It  is  evident 
that  all  verbs  may  be  divided  into  two  great  classes— active 
verbs  and  neuter  verbs.  The  dividing  line  between  these 
two  classes  cannot  be  fixed  with  any  definiteness,  for  it  is 
sometimes  difficult  to  determine  whether  it  is  the  action  or 
the  staff  that  is  more  prominent.  Besides,  a  verb  may  be 
used  as  active  in  one  sentence  and  as  neuter  in  another. 

Actiiit. — He  sleeps  Tta\^A-j.  'fi.'e/etl  our  way  carefully.  Keep  your 
promise  loyally. 

Neuter. — The  babe  sleeps  safe  in  its  mother's  arms.  The  poor 
\itora&'a/ett  sad.     Keep  quiet 

When  a  verb  is  neuter,  it  will  take  an  adjective  to  denote 
the  state  expressed ;  when  active,  the  indicated  action  may 
be  modified  by  an  adverb.  This  is  illustrated  in  the  sentences 
given  above, 

A  verb  that  expresses  both  action  and  state  in  nearly  equal 
degrees  may  have  with  it  both  an  adjective  and  an  adverb; 
the  one  denotes  the  condition  of  the  actor  and  the  other  indi- 
cates the  time  or  the  place  of  occurrence,  or  the  manner  of  the 
action.     With  verbs  of  this  kind,  the  adverbial  modifier  is 


usually  ^phrase  or  a  clause. 


1.     (We)  (Bhall]Boon.[; 
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In  (1),  soon  and  af  kcme  modify  the  meaning  of  shall 
arrive ;  safe  is  a  predicate  adjective  denoting  the  condition 
of  the  subject  after  the  action  is  performed. 

In  (2),  upon  this  bank  tells  where  the  action  of  sleeping 
takes  place — it  is  an  adverbial  phrase;  sweet  is  a  predicate 
adjective  denoting  the  state  of  moonlight  This  will  be 
better  seen  if  the  sentence  is  transposed — The  moonlight 
sleeps  (how)  sweet  upon  this  bank. 

In  (3),  the  adverbial  modifier  denoting  place  is  a  clause — 
after  the  sun  rises. 

5.     ExKRcisE.— By   means   of   diagrams   analyte   the   following 


1.    The  St 


1  and  bright  above  the  desolate  ai 
Bright  aad  Herce  and  fickle  is  the  South, 


c  scenery. 


And  dark  and  true  and  tender  is  the  North. 
8.     For  still  my  voice  rang  false  and  hollow  when  I  sang. 
4.     The  jCH-el  on  her  brow  burned  clear,  a  mystic  star. 
6,     Dtiricg  the  entire  day  the  captive  sat  in  his  cage,  sad  and  Bong- 

6.  Every  pupil  sat  erect  at  his  desk  and  went  through  his  ezerdBea, 

patient  and  obedient 

7.  Long  I  stood  there,  wondering,  fearing,  doubting. 

8.  The  skies  grow  dark  and  glare  red  and  angry. 

9.  Fresh  from  the  fountains  of  the  wood  a  rivulet  of  the  valley  came. 

10.  He  bore  himself  conHdent  and  fearless  before  his  enemies. 

11.  She  opened  the  door  wide  for  us.  and  waited,  quiet  but  atten- 
tive, for  what  we  might  say. 

12.  The  days  seemed  strangely  dull  and  lonesome;  the  nights 
dragged  dark  and  fearful. 

6.  Classes  of  Active  Verbs. — The  action  expressed  by 
a  verb  may  be  of  a  kind  that  involves  only  the  actor,  as  when 
we  say, 

|%valk8. 
thinks. 
swims. 

Again,  the  action  may  begin  with  the  actor  and  end  with 
something  that  receives  the  action  or  is  affected  by  it. 


'  ■    new  HIS  /nie. 
[  solved  an  example. 
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In  these  examples,  the  action  performed  by  the  boy  oper- 
ates on  or  affects  something  besides  the  boy  himself — a  bird^ 
a  kite^  an  example.  These  words  are  called  the  direct  object Sy 
or  merely  the  objects^  of  the  verbs.  Verbs  so  used  are  called 
transitive,  because  the  action  seems  to  pass  over  (transire^ 
*'  to  go  over*')  the  verb,  from  the  name  of  the  actor  to  the 
name  of  something  that  receives  the  action.  Not  always, 
however,  do  the  subject  and  the  object  stand  with  the  verb 
between  them,  but  the  name  transitive  seems  to  imply  that 
they  do.  The  following  sentences  have  these  two  parts  on 
the  same  side  of  the  verb,  but  this  arrangement  is  irregular 
and  poetical. 

Arms  and  the  man  I  sing.  Rivers  they  forded  and  lofty  mountains 
they  climbed. 

Here  arms  and  man  are  the  objects  of  sing  (celebrate  in 
a  poem);  also,  rivers  and  mountains  are  the  objects  respect- 
ively of  the  transitive  verbs/i^r^/^^and  climbed. 

All  active  verbs  not  so  used  are  called  intransitive,  for 
the  reason  that  the  action  does  not  go  over^  so  to  speak,  from 
an  actor  to  a  receiver. 


Active  Verbs 


'  Transitive.— The  girl  washed  the  dishes 
and  swept  \.\i^  floor. 

Intransitive. — The  clock  ran  for  a  time 
and  then  stopped. 


Whether  a  verb  is  transitive  or  intransitive  depends  entirely 
on  the  use  that  is  made  of  it,  for  a  verb  ordinarily  transitive 
may  be  used  without  an  object.     In  such  cases  the  verb  is 

intransitive. 

Men  build,  but  time  destroys.    Leah  washed  and  combed. 

The  intention  here  is  to  say  of  men  only  that  they  perform 
the  act  of  buildings  very  much  as  we  might  say  of  birds  that 
they  perform  the  act  of  flying.  To  specify  what  they  build 
is  apart  from  the  purpose.  The  verb  being  used  intransi- 
tively must  be  regarded  as  being  iiitransitive  in  this  use  of  it, 
although  build  is  generally  followed  by  an  object. 

The   subject  may  be  omitted  and  yet  the  verb  may  be 
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transitive;  for,  in  an  imperative  sentence,  the  subject  is 
regularly  absent,  but  it  is  clearly  implied. 

He  worked  hard  and  (subject  implied)  BavcMl  money.  (Subject) 
ringr  the  belh^  and  (subject)  fire  the  guns^  ai^d  (subject)  filn^r 
your  starry  banners  out 

I>efliiition. — A  transitive  verb  is  a  verb  that  expresses 
action  represented  as  received  by  some  person  or  thing. 

I>eflnition. — An  intransitive  verb  is  a  verb  that 
expresses  action  not  represented  as  received  by  any  person  or 
thing. 

Definition. — A  refiexive  verb  is  a  transitive  verb  of 
which  the  subject  and  the  object  denote  the  same  person  or 
thing. 

The  question  answers  itself.     They  have  injured  only  themselves. 

All  verbs  not  actually  used  as  neuter^  and  of  these  there 
are  few,  belong  in  one  or  the  other  of  these  two  gjeat  classes ; 
that  is,  they  are  either  actlve-tran»itlve  or  aetlve-Intrun- 
sitive. 

7,  Transitive  Verbs,  Active  and  I'aHsIv<». — Transitive 
verbs  are  used  in  two  forms: 

1.  The  Active  Form. — In  this  use  of  the  transitive  verb, 
the  subject  denotes  the  actor,  and  the  name  of  the  receiver 
of  the  action  is  the  direct  object  <;f  the  verb. 

The  hunter  killed  a  deer.     David  sle>v  Ooliath. 

Hunter  names  both  the  siil)Jo<*t  and  the  lu^tor. 
Deer  names  both  the  object  and  the  receiver  of   the 
action. 

2.  The  Passive  Form. — In  the  passive  form  of  a  transitive 
verb,  the  subject  denotes  the  receiver  of  the  action,  and  the 
actor^  if  denoted  at  all,  is  represented  bv  the  object  of  the 
preposition  by. 

A  (ieer^WBS  killed  by  the  hunter.    Goliath  was  slain  by  David. 

Deer  names  both  the  subject  of  the  verb  and  the  receiver 
of  the  action. 
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Hunter  names  both  the  otjet-t  of  the  preposition  by  i 
the  actor  (not  the  subjfCl). 

Very  frequently  we  may  wish  to  say  that  something  has  ~ 
been  done,  and  yet  we  may  either  not  know  by  whom  it  was 
done,  or  may  not  wish  to  state.     Sometimes,  too,  it  is  of  no 
interest  by  what  agency  the  act  was  performed. 

Our  silver  tias  been  stolen  (by — uni-Hinvn).  The  accused  TVas 
arrested  yesterday  i^-j— unimportant).  This  sedimeui  has  been 
brought  hither  from  the  uplands  (by — natural  agencies  that  need 
not  be  specified). 

A  verb  is  to  be  regarded  as  transitive  only  when  it  has  an 
object  actually  expressed,  or  so  deiinitely  implied  that  to 
express  it  would  be  awkward  and  unnecessary;  as,  The 
farmer  diiK  (object)  and  sold  &omG potatofs.  Here  the  verb 
dug  is  transitive,  since  its  object  is  clearly  implied,  and  is 
omitted  only  because  to  express  it  would  be  very  awkward. 
I£  the  verb  is  in  the  passive  form,  it  is  transitive^  whatever 
may  be  the  other  elements  that  are  missing;  for  only  a  t 
sitive  verb  can  take  this  form. 

The  following  diagrams  will  show  where  the  action  beffim 
and  upon  what  it  operates  and  emfSt  in  these  two  transitilj 
constructions : 

Transitive  Fornis. — 


Active. — "Our  vivUftT  rklated  the  dory  with  much  effect." 


I ««««  I 

Passive. — "The  iioiy  was  rkuted  with  much  effect  by  our  * 

8.     Other  Transitive  Forms. — There  are  several  pecn!^ 
I  iar  cases  of  the  transitive  construction : 

Some  intransitive  verbs  may  be  used  transitively  when 
compounded  with  a  preposition.     (Prepositions  so  used  i 
really  adverbs. ) 

Intransitive.— 'T\\ey  laughed  at  us.    The  people  stared  at  I 
Btrangers.     The  teacher  looked  over  our  work. 

Transitive. — We  were  laughed  at  by  them.     The  strangars  i| 
^t9red  at  by  the  people.     The   teacher  overlooked  our  work. 
\s  overlooked  by  the  teacher. 
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Such  constructions  as  We  were  laughed  at  by  them  are 
not  really  transitive;  for  at^  in  laughed  at^  is  only  an  adverb. 
Many  excellent  grammarians,  however,  insist  upon  regarding 
laughed  at  as  a  compound  verb,  and  this  is  an  easy  method 
of  explaining  the  matter. 

2.  When  four  elements  enter  the  construction — the  three 
already  mentioned  and  an  indirect  object. 

Active. — They  taught  him  grammar.     (//»«  =  to  him.) 
Passive. — Grammar  was  taught  {to)  him  by  th€m. 

When  a  noun  or  a  pronoun  is  used  in  the  objective  case  to 
denote  that  to  or  for  which  anything  is  or  is  done,  it  is  the 
Indirect  object  of  the  verb  that  expresses  the  action  or 
being. 

They  gave  us  (=  to  us)  bread. 
I  bought  him  (=  for  him)  a  pony. 

Here  us  and  ///;//  are  indirect  objects,  and  bread  and  pony^ 
direct  objects. 

A  very  erroneous  construction  derived  from  the  last  is, 
He  was  taught  wisdom  by  experience.  He  was  shown  his 
error  by  the  misfortunes  that  followed.  He  should  be 
him  or  to  him^  and  the  sentences  should  read,  Wisdom  was 
taught  to  him  by  experience.  His  error  was  shown  to  him 
by,  etc.  The  error  is  very  bad  and  is  of  frequent  occur- 
rence. But  the  active  construction,  Experience  taught  him 
,  wisdom.  Misfortunes  showed  him,  etc.,  is  to  be  preferred  to 
the  passive  form.  It  should  be  added  that  this  objectionable 
construction  is  used  by  many  good  writers,  and  that  it  is 
approved  by  some  reputable  grammatical  authorities. 

3.  When  the  actor  implied  is  indefinite.  In  such  cases, 
the  actor  or  cause  may  be  regarded  as  being  in  external  cir- 
cumstances or  influences,  or  in  mental  preference  or  incli- 
nation. 

I  am  decided  (by  existing  facts)  to  retreat.  He  ivas  inclined  (by 
nature,  by  instinct)  to  evade  questions.     I  am  resolved  (by — )  to  try. 

Verbs  so  used  are  such  as  denote  some  form  of  mental 
action  or  state ;  as,  bent^  disposed^  resolved^  grieved^  hurt^ 
determined^  etc. 
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Instead  of  regarding  this  as  a  true  passive  construction,  it 
is  perhaps  better  to  treat  it  as  a  case  of  the  verb  be  followed 
by  a  verbal  with  the  force  of  a  predicate  adjective. 

anflrry. 

He  was  \  disposed, 
resolved. 


f 


The  (general)  I  was]  inclined  to  attack. 

•^  _j  t zz] — 


Here  inclined  is  a  verbal  with  the  exact  value  of  a  predi- 
cate adjective;  just  as  if  the  sentence  were  written  thus: 

(  eager         \ 
The  general  was  X  glad  \  to  attack. 

(  reluctant  ) 

4.   Cognate  Objects. — Some  intransitive  verbs  take  objects 

sifnilar  in  meaning  to  the  verb  (cognate^  **bom  together"). 

The  whistles  blew  a  blast.     He  dreamed  a  dream.     The  judge 
drank  a  draft  from  the  spring.     He  saw  a  sight. 

The  passive  form  of  this  construction  is  generally  awk- 
ward, and  should  be  avoided. 

A  sight  was  seen  by  him.     A  draft  from  the  spring  was  drunk  by 
the  judge. 

9.      Exercise. — Analyze  by  diagrams  the  following  sentences: 

1.  If  you  talk  nonsense,  you  must  expect  few  listeners. 

2.  We  are  surrounded  on  all  sides  by  mystery. 

8.     The  playful  children  turned  the  house  upside  down. 

4.  He  was  wounded  in  the  arm  by  a  rifle  ball. 

5.  Santiago  was  surrendered  to  the  American  forces  by  the  Span- 
iards. 

6.  Admiral  Dewey's  victory  over  the  Spanish  fleet  in  Manila  Bay 
was  followed  by  the  cession  of  the  Philippine  Islands. 

7.  He  was  influenced  by  the  advice  of  his  lawyer. 

8.  Kings   are   no  longer   able   to  prevent   the   onward   march  of 
thought 

9.  Lighted  by  gems  shall  its  dungeon  be, 

But  the  pride  of  its  beauty  shall  kneel  to  me. 

10.  And  he  who  scorns  the  least  of  Nature's  works 
Is  thenceforth  exiled  and  shut  out  from  all. 
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rNTIiECTIONS  OF  THE  VERB. 

10.  Coi^Jugation. — As  we  have  seen,  nouns  and  pro- 
nouns are  inflected  or  changed  in  form  in  consequence  of 
some  change  in  meaning  or  use.  For  a  similar  reason,  verbs 
also  are  inflected.  The  inflection  of  nouns  and  pronouns  is 
called  declension;  that  of  verbs,  conjugation.  This  word 
means  a  yoking  or  joining  together;  that  is,  all  the  different 
inflections  of  a  verb  are  so  arranged  as  to  be  seen  together 
and  the  changes  to  be  more  easily  recognized  and  compared. 

Verbs  have  four  inflections:  (1)  for  mode;  (2)  for  tense; 
(3)  for  number ;  (4)  for  person. 

I>eflnition. — Conjugration  is  an  orderly  arrangement  of 
the  various  modes,  tenses,  numbei-s,  and  persons  of  a 

verb. 

MODE. 

11.  The  Fanction  of  Mode. — The  following  sentence, 

I  walk, 

takes  before  the  mind  the  form  of  a  mere  statement;  that  is, 
the  guise  or  mode  of  the  thought  is  that  of  a  statement  or 
declaration.     The  thought  is  merely  stated  or  indicated. 

By  the  help  of  certain  other  words,  the  thought  may  be 
expressed  as  conditional  or  dependent  on  something  else — it 
assumes  before  the  mind  dinoihQV  fashion  or  mode. 

_-.    .        !- 1  make  haste,  I  may  be  late. 

Again,  the  thought  must  be  conceived  or  recognized  as 
being  in  the  mode  or  dress  of  a  command  or  an  imperative 
in  the  following: 

Walk  thou.     Be  quiet.     Make  haste. 

Or,  the  action  or  state  may  take  the  form  of  mere  mention^ 
without  special  reference  to  any  person  as  acting  or  being. 
This  is  a  case  of  action  or  being  in  general^  as  a  mere  abstract 
noun,  and  without  predication. 

Walkingr  is  exercise.    To  live  is  to  think. 
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These  different  attitudes  that  a  complete  thought  lyt  a  mere 
verbal  idea  assumes  before  the  mind  are  modes ;  and,  sincel 
these  differences  depend  largely  on  the  form  of  the  verb  and! 
the  way  in  which  it  is  used,  the  verb  itself  is  said  to  be  in  thtsV 
or  that  mode.  It  is,  however,  generally  the  sentence  that  I 
really  lias  mode;  but  the  word  is  applied  in  grammar  only! 
to  the  verb.  Mode  is  to  a  sentence  very  much  as  a  iiniforni  1 
is  to  an  official  of  any  kind — it  is  the  garb  worn  before  thej 
mind  by  a  sentence,  A  thought  appears  at  one  time  in  the  J 
dress  of  a  statement,  and  at  another  time  in  that  of  a  que&<f 
tion;  now  as  a  command,  again  as  a  condition;  etc, 

Uefltiltlon. — Mode  is  the  form  or  use  of  a  verb  by  ii'hich\ 
is  shown  the  sentential  construction  employed  to  express  lht\ 
thought. 

Mode  comes  very  near  to  being  only  another  classificatioa  I 
of  sentences  with  respect  to  use.  From  use  or  function,  sen- 1 
fences  are  declarative,  imperative,  and  interrogative.  Frontl 
the  form  they  assume  before  the  mind,  — the  verbal  dress  in  ■ 
which  they  express  their  thought, —sentences,  or,  rather,  the! 
verbs  they  contain,  are  said  to  be  in  the  Indicative  mode^ 
when  they  indicate  or  declare,  or  when  they  express  a  ques- 
tion: in  the  imperative  mode  when  the  sentence  expresses  a 
(oMtnand;  etc. 

12,  Modes  are  Tour  In  Number.— There  i 
general  agreement  among  grammatical  authorities  as  to  the  J 
number  of  modes  in  English,  but  the  greater  weight  of] 
present  opinion  is  undoubtedly  in  favor  oi  four  modes. 

These  modes  are:  (1)  the  indicative,  (2)  the  lui]>eratlvey  I 
(3)  the  subjunctive,  (4)  the  luHuItlve. 

1 3.  The  Indicative  Mode. — The  word  indicate  m{^a^s  I 
to  "point  out,"  or  "show."     When  a  thought  is  expressed  1 
in  the  form  or  guise  that  affirms  or  denies,  or  in  that  of  i 
inquiry,  the  predicating  verb  is  in  the  Indicative  mode. 

The  e»nh  is  a  planet    He  witt  surely  come.    Does  he  understaiulf  ] 
Atpun,  when  the  thought  expressed  in  a  conditional  cl&asa>l 
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is  taken  or  meant  as  tme,  and  not  as  a  mere  sv/fosi/i^tiy  the 
verb  is  in  the  indicative  nKxie. 

If  be  £r  wise,  be  ts  croeL  (Here  it  is  granted  that  he  is  wi5e,>  If  he 
was  a  great  traTeler,  so  also  s-at  L 

The  truth  or  falsity  of  an  ordinary  statement,  however,  has 
nothing  whatever  to  do  with  the  mode  of  its  verb.  The  verl>s 
in  the  following  sentences  are  all  in  the  indicative  m^xie : 

The  sun  ris^i  at  noon.  Dragon  teeth  avr^*  once  si*u.'n,  ami  n-.en  in 
complete  armor  s^mug  from  them.     The  earth  is  an  immense  cube. 

The  indicative  is  the  only  mode  in  which  a  qutsticn  or  an 
independent  statement  can  be  expressed. 

I>eflnitfon. — 714^  indicative  mode  is  that  fomi  or  iiso 
of  a  verb  by  which  a  thought  is  predicated  as  a  statement^  a 
question,  or  a  condition  assumed  as  true. 

14.  Tbe  Imperative  Mode. — The  word  irtiperative 
means  **  commanding/*  but  in  grammar  its  meaning  is 
extended  to  include  every  use  of  the  verb  between  com- 
ntanding  and  mere  permission. 

Make  ready,  taie  aim,  fire,  Cofne  on  ;  let  us  set  out.  Pity  the 
poor.     Be  still,  sad  heart,  and  cease  repining.     Go  in  peace. 

It  is  by  use  and  not  by  form  that  the  imperative  nicxle  of 
a  verb  is  shown;  for  the  imperative  form  viakt\  in  the  sen- 
tence, Make  ready,  is  unchanged  in  the  indicative  sentence, 
They  juake  ready.     It  is  the  use  that  is  different. 

The  imperative  verb  regularly  omits  its  subject.  This  sub- 
ject denotes  the  person  or  thing  commanded,  and  is  generally 
the  pronoun  ^^?«.  When  the  namcoi  the  person  commanded 
is  used,  it  is  independent  by  address.  Thus,  in  Comc^  John, 
the  sentence  in  full  is, 

( You^  Come,  John. 

I>eflnition. — The  Imperative  mode  is  that  use  of  a  verb 
by  which  a  sentence  is  shown  to  be  a  command,  an  exhorta- 
tion, an  entreaty,  or  a  mere  permission. 
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13.     The  Sutjunctlre  Mode. — This  mode  is  so  named 

because  it  is  found  only  in  subjoined  or  dependent  clauses. 
The  student  must  not  assume,  however,  that  the  predicating 
verb  in  every  subordinate  clause  is  in  this  mode. 
The  subjunctive  mode  is  used; 

1.  When  doubt  or  denial  is  expressed  by  a  subordinate 
clause;  as, 

If  I  were  sure  of  hia  honesty,  I  would  engage  him.  Had  he  btca 
killed,  liis  father  would  have  died  of  grief.  (This  is  equivalent  lo 
denying  that  he  was  killed.)  If  the  day  had  betn  fair,  I  should  not 
be  here. 

But,  if  the  conditional  clause  expresses  a  certainty  or  an 
admitted  fact,  the  verb  is  in  the  indicative  mode ;  as, 

If  he  Is  a  gentleman  (which  is  granted),  why  did  he  not  explain  bis 
action  ?  If  he  calls  every  day.  be  assureC  :hal  he  has  a  motive  for  so 
doing.     (Here,  is,  calls,  and  has  are  indicative.) 

2.  To  express  a  wlsli— a  desire  that  something  might  be 
that  is  not;  as, 

Would  she  ^vere  mine  =  I  wish  that  she  were  mine.  Thy  deeds 
be  ujion  thee  =  I  wish  that  thy  deeds  may  be  upon  thee. 

3.  To  express  a  mere  supposition ;  as, 

If  wishes  ivere  horses,  beggars  might  ride.  ^  U''ere  the  moon  made 
of  green  cheese,  the  milky  way  could  be  explained. 

4.  To  denote  a  future  uncertainty ;  as, 

If  it  snow,  I  shall  be  surprised.  If  he  return,  we  shall  kill  the  fatted 
calf. 

fi.     To  express  an  Intention  not  yet  carried  out ;  as. 

The  judge  directs  that  you  be  required  to  pay  the  costs. 

In  all  these  cases,  the  subjoined  clause  expresses  some- 
thing that  has  no  existence  in  reality,  is  contrary  to  the  truth, 
or  is  only  conceived.  The  subjunctive  mode  is  the  mode  of 
doubt,  imagination,  and  uncertainty;  the  indicative  is  the 
mode  of  actuality,  of  certainty. 

16.     Indicative  and  Bubjunctlve  Modes  Contracted. 

The  following  examples  will  aid  the  student  in  distinguish- 
ing between  the  indicative  and  subjunctive  modes: 
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Subjunctive  Mode, 

If  twice  four  were  ten,  my  change 

would  be  correct. 
If  twice  four  be  ten,  my  change  is 

correct. 
If  the  sky  fall,   we  shall  catch 

sparrows. 
Would  that  night  or  Blucher  were 

came. 
Unless  ye  repent,  there  is  no  for- 
giveness. 
Should  any  soldier  absent  himself, 

he  shall  be  punished. 
Were  the  sun  not  intensely  hot, 

all  life  would  disappear  from 

the  earth. 
Though  I  weredGSid,  I  should  hear 

your  voice. 


Indicative  Mode, 

If  twice  five  is  ten,  my  change  is 
not  correct 

If  the  mail  is  heavy,  we  put  on 

more  help. 
It  was  as  dark  as  if  night  had 

come. 
Unless  he  is  here,  you  must  wait 

until  he  comes. 
He  is  a  coward,  if  he  is  a  braggart 

(as  is  admitted). 
If  it  was  a  counterfeit  (as  is  not 

denied),    you    were    arrested 

justly. 
Though  he  was  dead,  his  influence 

lived. 


There  are  many  nice  distinctions  in  the  subjunctive  con- 
struction, and  many  disputed  points.  These  distinctions, 
however,  occur  for  the  most  part  in  the  writings  of  an  earlier 
time;  for  the  subjunctive  mood  is  but  little  used  by  modem 
writers,  being  displaced  by  the  indicative.  It  cannot  be 
said,  therefore,  that  sentences  like  the  following  are  gram- 
matically erroneous,  for  we  are  constantly  meeting  such  in 
the  works  of  our  best  modem  writers: 

If  I  was  taken  ill,  I  would  call  Dr.  Brown.  If  it  rains  to-morrow,  I 
will  not  go.  Though  it  thunders,  he  cannot  hear  it.  If  twice  six  is 
ten,  you  owe  me  nothing. 

Definition. —  The  subjunctive  mode  is  that  form  or 
nee  of  a  verb  by  which  a  subordinate  clause  expresses 
something  as  doubtful  or  merely  supposed. 

17.  Exercise. — Tell  the  mode  of  the  verbs  in  the  following  sen- 
tences— indicative,  imperative,  or  subjunctive— and  g^ve  reasons: 

1.  Had  he  been  killed,  I  should  never  have  forgiven  myself. 

2.  Though  his  coat  were  of  rubber,  it  would  not  keep  him  dry. 

3.  Though  he  wears  a  rubber  coat,  he  is  frequently  wet. 

4.  Unless  he  come  for  the  money,  I  shall  not  pay  him. 

5.  Were  I  not  Alexander,  I  would  be  Diogenes. 

6.  Had  it  been  a  spirit,  it  would  have  been  invisible. 

7.  Though  I  was  in  fault,  he  should  have  pardoned  me. 
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8.  Except  ho  find  the  foot  of  the  rainbow,  he  will  get  no  pot  of  gold. 

9.  Lest  he  forget  his  errand,  I  shall  give  him  written  instructioDs. 

10.  Provided  he  go  rapidly,  he  will  be  there  in  lime, 

11.  Take  heed,  lest  any  man  deceive  you. 

12.  If  you  grant  that  he  is  a  scholar,  I  shall  claim  that 
have  the  place. 

13.  If  there  were  a  Panama  canal,  South  America  wonld  be  an 

14.  Although  the  lake  was  artiiidal,  it  looked  as  picturesque  i 
it  were  natural. 

15.  If  he  do  but  devote  himself  to  hia  business,  he  will  succeed. 


'""■^I 


18.  The  Infinitive  Mode. — The  word  infinitive  means 
"not  limited."  This  mode  of  the  verb  is  so  named  because 
it  takes  no  change  of  form  in  consequence  of  any  change  in 
the  person  and  number  of  its  subject.  In  the  case  of  the 
other  modes,  especially  the  indicative,  such  changes  occur, 
and  they  are  for  that  reason  called  finite  modes;  the  i-erbi 
also  are  finite — they  are  limited  or  modified  for  person  and_ 
number.  The  following  illustrations  will  make  this  c 
ence  clear: 

Indicative  Mode. 


Sing. 


Plur. 


-l!.t  per.     1  go. 

3d  per.  \  —  * 

^       \  Toil  go. 

8d  per.     He  goes, 

-Isl  per.     We  go. 


Infinitii'e  Mode. 

■   Sing. — 1st  per. 

2d  per.     He  told 


I  Plur. 


He  told  me  to  go, 
tliee 
you 

Sd  per.     He  told  him  ti 
■1st  per.     He  told  us  to  go. 


Here  it  will  be  noticed  that  to  go  assumes  no  change — is 
unlimited — for  any  changes  in  the  person  or  number  of  th". 
subject ;  while  the  indieative  does  change,  and  is  therefore  a 
limited  or  finite  moAn.  In  contrast  with  the  infinitive,  all 
the  other  modes  are  called  finite  modes.  It  should  be  added 
t  the  verbal  nouns  and  adjectives  are.  like  the  infinitive, 
mnlimited — not  subject  to  change — for  person  and  number. 
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They  are  real  infinithvs;  but  by  most  authorities  the  name 
has  been  confined  to  the  forms  with  to,  either  expressed  or 
understood. 

The  infinitive  does  not  predicate,  as  do  the  other  modes ; 
but  it  names  an  act  very  much  as  a  common  noun  names  a 
thing — it  is  generally  a  kind  of  verbal  noun. 

Uf,        , 

Living    \  is  pleasant 

To  live  \ 

The  preposition  to  generally  precedes  the  infinitive,  and 
is  called  its  sign,  but  it  is  not  s.part  of  the  verb,  although  it 
is  treated  as  such  by  many  grammarians.  It  is  usually 
omitted  after  the  verbs  mur,  can,  must,  shall,  will,  do,  bid, 
dare,  make,  sec,  hear,  feel,  and  many  others. 

You  may  (/o)  go.  They  sttW  him  {to)  finish  the  work.  He  lieetl 
not  {to-)  come. 

Deflnltlon. —  The  Infinitive  Taode  is  that  use  of  a  verb  by 
which  action  or  state  is  represented,  not  as  predleateil,  but 
as  merely  named.  The  sign  of  the  luQnltive  is  the  prep- 
osition to,  expressed  or  implied. 

1 9.  Forms  of  the  Intlnltlre. — Intransitive  verbs  have 
two  infinitives,  and  transitive  verbs  have  two  active  and 
two  passive  forms  of  the  infinitive. 

r  To  be  -walking.     3.    To  hai-t  ■walkeit, 

vrite,  or  To  be  writing.     2.    Tg  have 
,  or  To  have  been  ivrltiHg. 
To  be  written.     2.    To  have  been  ■written. 

30.  Two  Kinds  of  PrcHllcatlon. — The  -kqtA predication 
when  used  in  grammar  without  a  modifying  word  is  applied, 
in  its  full  sense,  only  to  finite  verbs.  They  assert  or  deny 
action  or  state;  they  formally  state  or  deny  that  something 
r  does  something  or  other,  or  they  express  an  inquiry 
as  to  whether  something  or  other  Is  or  does  this  or  that. 
The  boy  Is  stuilious.  M  ilie  earth  revolves.  The  sky  Is  not  a 
,  Study  your  lesson.     Yioe»  he  see  us  ?    Is  he  not  f^otng  ? 


Intraniilive.^A.    To  vi 

ir  To  have  been  walking. 

f  Active: 

Transitive    J 
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This  kind  of  predication  is  real — actually  made — and 
belongs  to  verbs  in  the  indicative,  imperative,  and  subjunc- 
tive modes. 

But  the  action  or  state  expressed  by  the  infinitive  is  not 
asserted,  but  taken  for  granted  ov  assmHed,y\yi,\.  as  is  done  in 
the  case  of  the  ordinary  verbal  noun.  Thus,  if  we  should  say, 
John  writes,  we  have  actually  declared  that  some  one  called 
John  performs  an  act  expressed  by  writes.  But  in,  /  told 
John  to  write,  or,  /  enjoyed  writing,  the  action  expressed 
by  to  write  or  by  writing  is  not  asserted  but  assumed.  The 
idea  of  action  goes  with  these  verb  forms  as  a  />art  of  their 
meaning,  and  not  as  a  formal  assertion.  Very  much  like 
this  difference  is  that  between  the  expressions,  JoIiii*s  hat 
and  John  owns  the  hat.  In  the  first  expression,  oivncrship 
by  John  is  assumed  or  taken  for  gfranted  as  something  not 
denied;  in  the  second,  ownership  is  predicated  or  distinctly 
stated.  All  verb  forms  not  belonging  among  the  finite  forms 
have  this  osenmeil  predication.  The  latter  have  aotual 
predication. 


31.  Elements  Tlint  ilay  Be  Assoclatetl  With  tho 
Intlnltlve. — Although,  in  the  case  of  the  infinitive,  predica- 
tion is  only  assumed,  this  mode  of  a  verb  may  have: 

1.     A  Subject, — This  may  be  expressed,  or  it  may  be 
plied  more  or  less  distinctly. 

John" 


We  invited  hint  ta  ame.     They  persuaded  U8  /. 
*  told  (him)  logo  (/f  j0  himself). 


In  the  first  sentence,  htm  is  both  the  object  of  the  finite 
^-erb  invited  &nd  the  subject  of  the  infinitive  to  come. 
The  subject  of  the  infinitive  is  always  in  the  oljji 


2.     An  Object. 


ica- 

[ohn         I 
a  finite^^l 


it  hira  tir  Sff  the  pill, 


I  words  /'faj',  e 
%ding  infinitives. 


lemies,  and  eountry  are  all  objects  of 


^ 
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3.  A  Predicate  Noun.  Pronoun^  or  Adjective. 

We  knew  her  to  be  a  teacher.  They  declared  the  visitor  to  be 
him.    Dare  to  be  true. 

The  noun  or  pronoun  so  used  is  in  the  objective  case. 

4.  An  A dverbial  Modijier,  — This  may  be  a  zuord^  a  phrase^ 
or  a  clause. 

To  live  temperately  is  to  live  In  harmony  with  the  laws  of  our 
being.  It  is  important  to  strike  >vhen  the  ii-on  is  hot.  We  knew 
the  letter  to  have  been  written  while  he  >vas  secretary. 

In  each  of  these  sentences,  the  element  in  black-faced  type 
is  a  modifier  of  the  infinitive  in  Italic. 


22.  Functions  of  the  Infinitive. — An  infinitive  may 
have  the  office : 

1.  Of  a  Noun, — As  a  noun,  the  infinitive  may  be  the 
subject  or  object  of  a  verb,  a  predicate  nouji^  in  apposition^ 
independent  by  pleonasm^  or  it  may  be  the  object  of  a  prepo- 
sition. 

To  die  {subject)  for  one's  country  is  sweet.  He  tried  to  escape 
{object).  All  we  ask  is  to  see  him.  ( To  see  is  a  predicate  noun  and 
denotes  the  same  thing  as  all  we  ask.)  We  are  all  under  the  same 
obligation — to  help  the  helpless.  (  To  Iwlp  is  a  noun  in  apposition  to 
obligation.)  To  die  ;  is  that  merely  to  sleep  longer  than  usual  ?  (  To 
die  is  a  noun  independent  by  pleonasm.)  Except  to  submit,  we 
have  no  choice.     {To  submit  is  the  object  of  the  preix)sition  except.) 

2.  Of  an  Adjective. — As  an  adjective,  the  infinitive  may 
modify  the  meaning  of  a  noun  or  a  pronoun  directly^  or  it 
may  do  so  as  a  predicate  adjective. 

They  received  bread  to  oat.  (  To  eat  modifies  bread,  ju.st  as  if  the 
expression  were  eatable  bread.)  He  seems  to  have  siiflTereil 
much.  {To  have  suffered  x"^  the  predicate  adjective  after  the  neuter 
verb  seems.)  They  showed  a  un'Uiftg?iess  to  work  for  a  living.  {To 
work  modifies  the  noun  willingness.) 

3.  Of  an  Adverb. 

A  man  should  eat  to  live,  not  live  to  eat.  They  are  almost 
ready  to  depart  for  the  west.  I  hoped  to  be  able  to  gfo  to  see 
my  teacher. 


In  tlie  last  sentence,  to  go  is  an  adverbial  modifier  of  ablti 
and  to  see  modifies  to  go. 


23.      ExRRCiSE. — Study  the  models  and  analyze 
the  sentences  that  follow  them : 


1.       (To  bave  apologized)  [wa«]  to  have  admitted 


Qiat(we)  [wereT  wrong. 


2.        The  (floldierB)   [were]  extremely  eager  b>  make  an  attack. 


In  her  attic  window  the  etalT  (she)  [set], 


To  show  that  one  (heart]   [was]  loyal  yet. 


4.       To  die;  (that)  {is|  to     Tall  asleep  and  i 


S.  Each  morning  sees  some  task  begin, 

Each  evening  sees  it  close. 

0.     Pause  not  to  dream  of  the  future  before  you. 

7.  And  when  above  the  surges 

They  saw  his  crest  appear. 
Al!  Rome  seat  forth  a  rapturous  cry. 
And  even  the  ranks  of  Tuscany 
Could  scarce  forbear  to  cheer, 

8.  The  story  is  much  too  sad  to  repeat,  or  even  to  hear. 

9.  He  believed  his  circle  to  be  equal  in  area  to  our  square 

10.  I  have  sat  and  eyed 

The  thunder  breaking  from  his  cloud,  and  smiled 
To  see  him  shake  his  lightnings  o'er  my  head. 

11.  I  come  to  bury  Ctesar,  not  to  praise  him. 

13.  The  walls  must  be  crumbled,  the  stones  decayed.  I 

To  pleasure  his  dainty  whim- 
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Tbe  star  oi  ibe  psocflT  ancpozj. 

14.     A  ifirnTyf^tn  vocid  boc  ^are 
sodirtj. 


15l     Such  ar^giaaeots  viH  aot  sen«  to  cxxtriaoe 

16l     To  speak  hjrshhr  u>  &  rfry  feaKraZT-  oxs  b2r=  noc  r^) 
remedied. 

17.  Sarcasm  is  a  sharp-cdg^  v^eapoc  for  a= j  crx  to  ^se^ 

18.  To  steal  a  pin  is  a  s£n ;  to  sccal  a  dint  2S  a  pitj. 

19.  Ten  my  sister  not  to  wrep  for  lae  asd  sob  vith  droopcsg  b<*d. 

20l  I  vocld  not  bare  a  sZare  to  ziZ  =t  groc^i. 

To  camr  me,  to  fan  se  vhfle  I  £Jee:>. 
And  tremble  wben  I  vake.  f'or  aZ  the 
That  sinews  boc^ht  asd  sold  have 


24.  Verbals. — There  are  two  other  kinds  of  words 
derived  from  verbs^  Like  verbs  they  express  action  or  state, 
and  at  the  same  time  they  have  the  function  of  adjectrves  or 
of  nouns.  Such  action  or  state  as  they  express  is  assmmrJ^ 
not  predicated.  Sometimes  their  verbal  character  is  the 
more  prominent  feature ;  in  other  cases  their  noun  or  their 
adjective  nature  is  the  stronger.  Since  they  are  forms  of 
the  verb,  they  are  known  by  the  general  name  of  verbals. 
They  are : 

1.  The  Gerund  or  Verbal  Xoun. — This  verbal  may  be 
simple  or  compound. 

Simple. — Seeing  is  belie^nng.  He  was  accused  of  cheating.  We 
admired  his  skating. 

Compound. — Being  loved  is  more  satisfactory  than  being  hated. 
He  prided  himself  upon  haz'ing  been  rewarded. 

The  verbal  noun  may  be  used  in  the  same  relations  as  an 
ordinary  noun.     It  may  be : 

(a)  The  Subject  of  a  Verb, — liivingr  is  expensive.  Hav- 
ing been  Indulged  luas  the  boy's  ruin. 

(b)  The  Object  of  a  Verb  or  of  a  Preposition. — ^We  prac* 
ticed  riding  a  bicycle.  We  may  thank  him  for  having 
assisted  us. 

(r)   The  Predicate  Noun, — Seeing  is  believing. 
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(d)  In  Any  of  the  Independent  Relations;  as,  appositienM 
exdmnation,  pitonasm,  etc. 

In  its  verbal  character,  it  may  take  an  adverbial  modifier,  I 
and  when  derived  from  a  transitive  verb  it  may  have  £ 
object, 

l..tvtn|;  economically  is  the  uKual  method  of  saTlng'  money,  j 
Spenkliig  only  when  we  were  addressed,  was  required  of  all  of  us. 

DcHiiltion. — .-I  gerund  or  verbal  noiiu  is  a  verbal  kaV'  \ 
ing  the  functions  of  a  noun. 

2.  The  Participle  or  Verbal  Adjective. — The  word /ar/A  1 
eiple  is  derived  from  a  Latin  verb  meaning  "  to  share  " 
"partake  of."  1 1  is  so  called  because  it  partakes  of  thcl 
nature  and  function  of  both  the  noun  and  the  adjective,  I 
The  most  common  form  of  the  verbal  adjective  ends  in  »«^,1 
but  there  is  no  difSculty  in  distinguishing  it  from  the  gerund! 
having  the  same  ending.  For  if,  like  an  adjective,  a  verbal'] 
modifies  the  meaning  of  a  noun  or  a  pronoun,  it  is  a  parti-, 
ciple  :  if  it  merely  names  an  action  or  a  state,  W.  \^  A  gerund^ 
The  participle  is  either  simple  or  compound. 

Simple.— y^e  saw  him  skating,    Columbus,  seeing  a  light,  knn 
that  land  was  near.    The  merchant,  trusted  and  helped  by  hi>l 
creditors,  regained    bis    prosperity.      The    >VOUllded    soldier   ' 
carried  to  the  rear. 

Compound. —"Yhe  boy.  having  recovered,  returned  to  his  play.  ' 
Having  been  suspected,  he  proved  his  innocence. 

Definition. — A   participle  or  verbal   adjective    is  a  | 

verbal  having  the  functions  of  an  adjective. 

The  verbal  character  of  the  participle  is  sometimes  very  I 
slightly  marked.  In  such  cases  the  verbal  adjective  may  be  1 
regarded  as  an  ordinary  adjective.  The  following  are  illtia>  I 
t  rations: 

Running  water.    A  dining  room.    A  writing  teacher. 

The    same   loss   of    verbai    value   takes  place   with   th( 
gerund.     It  becomes  a  mere  noun  when  the  article  pre 


The  tiding  of  the  old  clock  was  heard  above  the  raging  of  tl 
tempest. 


SIS 


(Mlirl 


l«l 


i 


! 


up  the  bask  of  m.  rtacris^  tulh-tt-itt 


the  boTS  sUcted  bcfo«  s= 


That  feMthtr-htd  £air5es  <io  aZ  the  six^mTZg. 


7.    The  etenkig  ?nya.  rising  aisd  Soaring  Imt  xnd  wide;  prevented 
US  from  srrmg  the  TTWPciTiTamsi 


8L  Bat  M.  bold  peasantry,  their  ccnTitry's  pride, 

Wben  oDce  destroved,  can  never  be  snrplied. 

9L  There,  where  a  few  torn  shrubs  the  place  disck%se» 

The  village  preacher*  s  modest  numsK^n  rose, 

IOl      ••»»♦»»»♦♦  and  with  him.  directing  his  housoh^Md, 
Gentle  Evangeline  lived,  his  child,  the  pride  of  the  village. 

IL  And  mine  has  been  the  fate  of  those 

To  whom  the  gjoodly  earth  and  air 
Are  banned  and  barred — forbidden  fare, 

12l  I  sometimes  deemed  that  it  might  be 

My  brother's  soul  come  down  to  me, 

18w  Having  taken  refuge  in  the  swa>'ing  tops  of  the  c<xx>anut  treoH, 
the  monkeys  threw  the  fruit  at  the  sailors  wandering  alxnil  the  grove. 

14.  This  fading  sunshine  being  gathered  up  and  pouroil  abundantly 
upon  the  roofs  and  walls,  imbued  them  with  a  kind  of  subdued  choof 
fulness. 


15.    To  spend  too  much  time  in  stadies,  is  slothi  louse  them  ti 
much  for  ornament,  is  affectation;  to  make  judgment  wholly  by  t 
rules,  is  the  humor  of  a  scholar. 

10.     His  face  was  covered  with  those  wrinkles  that,  rightly  lookedl 
at,  are  no  more  than  a  sort  of  permanent  sunburning. 

17.  Then,  upon  the  velvet  sinking,  I  betook  myself  to  linking 
Fancy  unto  fancy,  thinking  what  this  ominous  bird  of  yore 
Meant  in  croaking  "  Never  more." 


TENBB. 

26.  Function  of  Tense. — We  have  seen  that,  either  by  * 
its  form  or  by  its  itse,  or  by  both,  the  action  or  state 
expressed  by  a  verb  may  be  presented  to  the  mind  as  being 
in  a  certain  attitude  or  ittode.  But  this  is  not  all  that  the  i 
verb  is  capable  of  showing.  By  its  form  sometimes,  butfl 
very  often  by  the  way  in  which  it  is  used,  a  verb  may  reveajj 
the  time  of  an  action  or  a  state.  Thus,  in  /am,  /  see,  /■ 
run,  the  verbs  show  by  their  forms  that  the  action  expressed'l 
is  to  be  understood  as  taking  place  in  the  present;  but  ifl 
the  forms  be  changed  into  /was,  /saw,  /isji,  the  time  ojj 
the  action  belongs  to  the  past. 

This  peculiarity  of  the  verb,  by  which  it  reveals  tt»e  tic 
of  an  action  or  a  state,  is  called  t«nse,  a  word  meaningrl 
time. 

A  distinction  similar  to  that  between  ^f«(/cr  and  sfx  niuafeJ 
be  made  between  tense  and  time.  We  may  speak  of  the  tmsf'l 
of  a  ver/i  and  of  the  time  of  an  action,  but  the  words  cannot  I 
be  interchanged. 

I>enn1tton. — Tenso  is  the  form  or  use  of  a  verb  by  which 
it  indicates  the  time  and  the  degree  of  completeness  of  tht   i 
fxpressed  action  or  state. 


97.    Divisions  of  Time. — There  are  three  principal  divi- 
sions of    time— the    invsent,   the    piist,    and    the    future.    ! 
There  arc.  therefore,  Ihree  principal  tenses:  the  present   i 
tense,  the  post  tense,  and  the  futui-e  tense.     These  are  J 
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called  primarr  tenses,  because  they  correspond  to  these 
primary  divisions  of  time.     The  following  are  illustrations: 

Present  Tense:      I  iove.      I  am  loving.      I  am  loved. 

I  do  love. 
Past  Tense:       I  loved.      I  luas  loving.       1  ■mas  loved. 

I  did  love. 
Future  Tense :    I  shall  love.    1  shall  be  loving.    I  shall 

be  loved. 


28.  Verb  Phrases. — It  will  be  noticed  that  in  the  fore- 
going illustrations  only  two  tense  forms  appear  in  which  the 
verb  love,  and  no  other,  is  used.  These  are  /  love  and  / 
loved.  In  all  the  others,  time  is  shown  by  means  of  verb 
phrases.  These  phrases  contain  some  form  of  the  princi- 
pal verb  associated  with  forms  of  certain  other  helping  or 
auxiliary  verbs.  In  the  examples  given,  the  only  auxiliary 
verbs  used  are  forms  of  the  verbs  be,  do,  and  shall.  But  it 
will  be  shown  later  that  the  primary  tenses  are  subdivided, 
and  that  from  this  subdivision  many  other  verb  phrases 
result,  in  which  other  auxiliary  verbs  must  be  employed,  A 
complete  list  of  these  helping  verbs  in  their  present  and  past 
forms  is  as  follows: 


-do.     i 

did.  1 


have,  shall,     will.      mav.      can,     n 
t.  had,    should,  would,  might,  could,  _ 


Of  these  auxiliaries,  do,  am,  hai>i;  and  will  are  used  also 
as  principal  verbs,  and  their  own  verb  phrases  are  formed 
by  the  help  of  auxiliaries,  in  the  same  manner  as  is  done 
with  other  principal  verbs.  The  following  examples  will 
illustrate : 

I  am  doln^  '\ 

was  doln^ 
have  done  \  work. 

have  been  dolngf 
should  be  doing     J 


J 


must  have  been  1 

should  be  I 

might  have  been  I  asleep, 
v/ill  have  been 

may  have  been  J 
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39.     Action  as  Denoted  by  Vorlj  Phrases. — In   the 

three  principal  tenses,  action  in  several  conditions  may  be 
denoted : 

1.  As  Intleflnlte  witA  Respect  to  Time. — Thus,  action 
may  be  expressed  as  performed  at  some  time  in  the  present, 
the  past,  or  the  future,  but  at  no  particular  time. 

Present  indefinite:    He  works.     //^  (lows  work. 
Past  indefinite:    He  worked.    He  did  work. 
Future  indefinite:    He  will  work.     He  Hliall  work. 

2.  As  Progressive.— By  verb  phrases,  action  or  state 
may  be  represented  as  going  on,  and,  therefore,  as  incom- 
plete, or  unfinished  at  some  other  time  either  expressed  or 
implied. 

Present  progressive :    /^jt  Is  working:.     (Now — while  we  speak.) 
Past  progressive :    He  was  ■worklnR,     (When  I  saw  him.) 
Future  progressive :    He  will  be  working.     (Tomorrow— at 
the  time  I  expect  to  see  him.) 

3.  As  Comiilcte  or  Perfect. — Again,  verb  phrases  may 
represent  action  or  state  as  completed  or  finished  at  some 
definite  time.  This  definite  time  is,  for  the  present  tense, 
the  time  of  speaking;  and  for  \\\g  past  anAfutitre  tenses,  it 
is  a  time  at  or  before  the  time  of  some  other  act  to  which 
reference  is  made. 

Present  perfect:  He  has  workcil.  He  has  been  working. 
(At  some  time  during  the  period  ending  with  the  time  of  speaking.) 

Past  perfect:  He  hml  ^vorked.  He  had  been  working. 
(During  a  period  ending  at  some  past  time.) 

Future  perfect:  He  will  have  worked.  He  will  h&ve 
been  working. 

The  second  example  for  each  perfect  tense  represents  the 
action  before  completion  as  continuous,  in  progress.  These 
forms  are  called  perfect  i>rogresslve — they  express  conttnu- 
oms  action  completed  in  the  present,  the  past,  or  the  future. 

30.  Jfnmber  and  Xnmes  of  the  Tenses.— There  are, 
therefore,  six  tenses;  thoy  arc  named  as  follows:  present, 
present  perfcct ;    past,  past  perfect  j    future,   fUtnro 
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I>erfect.  When  these  terms  express  action  as  going  on^  or 
continuing^  the  word  progressive  is  added  to  indicate  the 
fact. 

In  addition  to  these,  there  are  two  forms  called  emphatic 
— one  for  the  present^  the  other  for  the  past.  They  are 
formed  by  using  ^^  as  an  auxiliary  verb.  Thus,  /  do  study, 
/  did  study. 

The  forms  just  mentioned  are  all  active;  in  the  passive 
also  there  are  verb  phrases  for  the  same  six  tenses.  The 
student  may  see  all  of  these  in  the  following  table : 


Form. 

Tense. 

Completeness. 

Common. 

Progressive. 

Emphatic. 

Active 

Present 

• 

Past       ' 

■ 

Future 

Indefinite 
Perfect 

Indefinite 
Perfect 

Indefinite 
Perfect 

I  love 
I  have 
loved 

I  loved 

I  have 
loved 

I  shall 

love 

I  shall  have 

loved 

I  am  loving 
I  have  been 

lovingr 

I  was 

loving 

I  have  been 

lovlnsT 

I  shall  be 

lovin^if^ 

I  shall  have 

been  loving^ 

I  do  love 
Wanting 

I  dtd\o\Q 
Wanting 

Wanting 
Wanting 

Passive 

Present 
Past 

• 

Future 

Indefinite 
Perfect 

Indefinite 
Perfect 

Indefinite 
Perfect 

1  am  loved 

I  ha7'e  been 
loved 

I  was  loved 

I  had  been 

loved 

I  shall  be 

loved 

I  shall  have 

been  loved 

See  below 
See  below 

Wanting 

31.  Progrressive  Passive. — There  has  been  much  dis- 
cussion among  grammarians  about  whether  any  verbs  may 
be  used  in  the   passive  progressive.      If  the  table  above 
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contained  such  forms,  they  would  be,  /am  being  loved,  /■ 
kavr  been  bi:ing  loved,  I  '^as  being  loved,  /  kaJ  been  beittff\ 
loved,  [shall  be  being  loved,  and  I  sltall  Have  been  being  loved.  1 
Only  two  of  these  awkward  fonns  are  ever  used,  the  I 
present  and  past  indefinite,  and  the  authority  for  them  \a\ 
very  questionable.  They  are  shown  above  in  heavy  type.  J 
We  often  hear  such  expressions  as.  He  is  being  killed,  T/teym 
were  being  measured.  The  house  is  building,  or  is  being  built,  1 
etc.  But  since  the  same  sense  may  be  more  elegantly  J 
expressed  otherwise,  these  forms  should  be  avoided.  There  I 
is  perhaps  no  good  authority  for  a  progressive  passive. 

SIS.     Interrogative  Tense  Forms. — All  tense  phrase 
of  the  indicative  mode  and  of  the  so  called  potential  mot 
become  interrogative  if  the  subject  is  made  to  follow  t 
auxiliary;  as,  Am  / loving  f    Shall  / be  loved ?    /fad / beetim 
loved  ^  etc. 

The  eommon  forms  for  the  present  and  the  past  indefinite,  \ 
T  love  and  I  loved,  are  rarely  used  interrogatively  except  IdI 
poetry;  the  emphatic  forms,  /  do  love  and  I  did  love,  used'I 
interrogatively  without  emphasis,  furnish  substitutes;  as,  f 
Do  I  love  ?    Did  I  love  ? 

33.  Potential  Verb  Plirases.  —  Many  gramraarians 
have  what  is  called  the  potential  mocle.  Its  verb  phrases 
are  formed  by  using  must,  with  may  and  can,  and  their  past 
forms,  inight  and  eottld;  also,  would  and  should,  the  past 
forms  of  ivill  and  shall.  This  so  called  mode  is  said  to  have  ] 
four  tenses,  as  shown  in  the  accompanying  table. 

All  these  verb  phrases  are,  however,  nothing  more  than  | 
varieties  of  the  indicative  mode — mere  statements  or  ques- 
tions.    Thus,  /may  love  =  /may  (to)  lo%'e,  in  which  may  I 
is  used  as  a  principal  verb,  followed  by  an  infinitive  (to)  love.  ' 
In  all  these  compound  verb  phrases,  such  as  /  shall  go,  I 
must  be  loi'ed,  I  do  walk,  the  first  verb  is  the  re.il  one,  and 
the  others,  taken  together,  with  to  understood,  make  up  an  j 
infinitive  used  as  a  verbal  noun  in  the  objective  case.     The  I 
principal  verb  should  be  regarded  as  in  the  indicative  mod^.  J 
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J'ORM. 


K 


Common 


mm 

SI 
< 


Progressive 


u 


XT    ^ 


< 

a. 


Common 


Progressive 


PRESEirr. 


Indefinite. 


{maj   1 
I  -l  can     V  loTe 
I  must  J 

fwtfr  1 

I  <{  can     \  be  loving: 
I  must  J 


^  be loTed 


Wanting 


Perfect. 


(majr 
I  ^'  can 
must 


[ 
f 


^haTeloTed 


may 

\i  can 


\ 


L 


must 


have  been 
loving: 


r«tfr 

I-j  can 

\must 

Wanting 


have  been 
loved 


Past. 

T7riDif 

Indefinite. 

Perfect. 

I- 

might 

could 

would 

1 
•  love 

I. 

might 

could 

would 

►  have  loved 

• 

> 

should 

should 

^ 
< 

Progressive 

might 
J  . could 
1  would 

►  be  loving: 

I^ 

might 

could 

would 

have   been 

• 

loving: 

should 

should 

> 

Common 

I. 

might 

could 

would 

-beloved 

I^ 

might 

could 

would 

have   been 
loved 

t/J      J 

^should 

should 

< 

Progressive 

Wanting 

Wanting 

unless   it   is  used  in   the   conditional  way   that  has  been 
described  as  the  subjunctive  mode. 

The  potential  mode  has  been  abandoned  by  most  gramma- 
rians, but  the  pupil  should  be  able  to  recognize  and  explain 
the  verb  phrases  that  have  made  up  this  supposed  mode.    Its 
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name  comes  from  the  Latin  word /fotentia,  meaning  "power.** 
Can,  and  its  past  form,  could,  are  the  only  potential  auxil- 1 
iaries  that  have  this  meaning  of  power  or  ability;  of  the  I 
others,  may  denotes />frmission  oz  future  f>robabilily;  must  \ 
means  necessity;  etc.  But,  as  has  already  been  stated  J 
(Art.  11),  mode  is  determined  more  by  the  attitude  of  the  \ 
entire  sentence  before  the  mind  than  by  the  form  of  the  verb.  J 
And  the  memting  of  the  verb  has  nothing  whatever  to  doi 
with  the  mode. 

34.     AJiBlysIs  of  Verb  Phrases. — Everj-  verb  phrase  J 
may  be  taken  as  a  whole  in  classification,  or  its  elements  J 
may  be  considered  separately,  and  the  function  of  each  deter-j 
mined.     The  former  is  the  easier  way,  but  the  latter  i 
source  of  valuable  mental  discipline.     Thus,  let  ns  considefl 
the  expression,  I  should  have  been  loved.     We  may  sayf 
that  this  is  a  form  of  the  verb  /<wc  in  the  indicatnv  mode,  f 
past  tense,  passive  form.     But  in  considering  what  functio 
each  element  of  the  verb  phrase  fills,  we  see  that  should  i$i 
the  principal  verb,  that  it  is  the  past  tense  of  shall  and  ii 
the  indicative  mode,  that  it  is  triinsitii'c,  having  for  its  objectB 
(to)  have  been  loved.     We  see  also  thatin  (la)  have  been  loJ'rd,f 
the  most  important  element  is  have,  being  a  transitive  v 
with  ^if«/(nW  for  its  object;  that /iwrt/ is  used  like  a  predicate 
adjective  to  modify  the  meaning  cf  /,  and  that  itsown  a 
ing  is  modified  by  been  used  like  an  adverb. 

All  this  is  shown  in  diagram  below: 


(i)  [sfaoukl)    have      been       loveS 


These    analyses    are,    however,    somewhat   difficult 
a  beginner,   and  are  referred  to  here   only   for   the   pur-^ 
pose  of  showing  the  real  nature  of  the  various  mode  e 
tense  forms.     The  subject  will  be  resumed  later  and  ful^ 
explained  for  the  benefit  of  the  student  in  his  later  { 
matical  study. 


35.     Relation  of  the  Tenses  "Wltli  Respect  to  Time. 

The  following  diagram  will  show  the  relations  of  the  six 
tenses  of  the  indicative  mode: 


The  shaded  part  of  the  diagram  is  intended  to  show  that 
,  the  word  present  in  ordinary  speech  does  not  mean  ntru'^lhis 
instant.  Strictly,  noio — the  fresatt — is  the  point  where  the 
past  and  future  meet ;  it  has  no  extent,  and  is  always  moving. 
But,  in  ordinary  speech,  the  present  is  a  variable  portion  of 
time  extending  into  both  the  past  and  the  future.  So  that 
we  use  the  word  present  somewhat  vaguely.  It  is  relative 
to  human  action  and  experience.  When  we  say  He  is  walk- 
ing, the  real  meaning  is  that  the  performance  of  the  act  con- 
sumes time  on  both  sides  of  the  point  called  now.  I  work 
does  not  mean  that  action  of  the  kind  called  work  is  done 
just  at  the  passing  instant;  but  the  notion  conveyed  is,  that 
as  time  passes,  from  day  to  day  and  from  year  to  year,  my 
liabitual  activity  is  denoted  by  the  verb  work.  This  verb  so 
used  is,  however,  in  the  present  tense.  This  extension  of 
the  present  into  the  past  and  future  finds  its  extreme  in  what 
is  called  the  universal  present.  This  variety  of  the  present 
tense  is  found  in  those  activities  or  states  that  are  always 
going  on— always  true. 

Six  added  to  three  maies  nine.    Bread  is  the  staff  of  life.    The  sun 
shines.     We  learned  that  the  earth  revolves. 

The  diagram  is  intended  to  show  the  following  facts: 

1.     The  time  denoted  by  the  present  tense  covers  a  period 

of  variable  extent,  and  lies  partly  in  the  past  and  partly  in  the 

future. 

The  earth  revolves.     The  bird  ij  singing. 
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3.     The  time  included  by  the  past  tonse  covers  all  past 
time  and  reat-hes  to  the  moving  point  called  now. 
The  t'w>ir  Jfti'U'i!<i.     The  ocean  ivas  roaring. 

3.  The  time  denoted  by  the  future  tcnso  begins  at  the 
point  ninv  and  includes  all  future  time. 

The  sun  -will  groin  cold.     The  day  ■will  comt. 

4.  The  present  perfect  tense  denotes  action  or  state  as 
compUfe  at  some  point  in  the  present. 

He  has  worked.     We  kaT/e  been  icriling.     I  Aave  been  advised. 

Observe  that  the  action  expressed  by  this  tense  must  not 
be  thought  of  as  ending,  or  being  finished,  just  at  the  present 
moment.  This  may  or  may  not  be  the  case.  We  may  say 
of  a  man  that  for  many  years  has  been  engaged  in  the  kind 
of  action  described  by  the  verb  work,  "  He  has  xvorked,"  as 
if  the  action  were  ended ;  but  it  may  be  continued  indefinitely 
after  the  time  of  speaking. 

5.  The  past  perfect  tense  denotes  action  or  state  as  com- 
plete at  or  before  some  specified  past  time. 

He  had  been  ■a-rliing  (before  I  called).  Wlien  I  arrived,  he  JfiJ 
gone.     He  had  been  hiding  for  a  week  (before  he  was  found). 

6.  The  future  perfect  tense  denotes  action  or  state  as 
complete  at  or  be/ore  some  specified  yw/a re  time. 


The  vessel  will  have  sailed  (by  the  tira< 
,now  shall  have/alien,  we  shall  not  start  ii 


you  reach  the  dock), 
the  morning. 


30,     Exercise. — Tell  the  tense  of  each  verb  in  the  following: 

1.  1  may  go.  He  might  come.  Gold  is  heavy.  The  boys  have 
been  studying. 

2.  Shall  I  answer?  Did  he  come?  Have  they  gone?  If  he  is 
here,  invite  him  to  come  into  the  office.  Will  not  the  sun  be  eclipsed  ? 
Bid  j*ou  expect  me  to  go? 

3.  He  was  thought  to  have  escaped.  If  I  were  he,  I  .should  under- 
take the  work.  Shall  you  have  gone  by  sunrise  ?  Who  had  been  bus- 
pected  before  they  found  the  person  that  was  really  guilty? 

4.  Why  should  any  one  be  so  proud  ?  Have  you  done  all  that  you 
should  have  done?  Did  you  do  the  work  that  you  promised  to  do?  1 
should  be  glatt  to  oblige  you  it  I  were  able.  Can  you  tell  me  what  lis 
does  for  a  living  ? 


L 


§  18  GRAMMAR.  33 

5.  Would  you  let  me  visit  the  city?  Ought  he  not  to  pay  me? 
Have  you  had  your  dinner?  Can  you  tell  me  where  he  has  gone? 
Nobody  can  tell  what  will  have  happened  by  that  time. 

6.  What  has  been  done  about  the  matter?  No  one  has  been 
informed.  How  red  the  sky  is.  There  had  been  rain  and  the  roads 
were  muddy,  but  we  set  out  notwithstanding.  Did  you  see  him  before 
he  had  been  arrested  ? 

7.  Let  there  be  light.  Be  good,  my  child,  and  let  who  will  be 
clever. 

The  verb  let  is  in  the  imperative  mode  and  be  is  in  the 
infinitive.  Written  in  full,  the  sentence  would  be,  (You)  let 
there  (to)  be  light. 

Come  one,  come  all,  this  rock  shall  fly 
From  its  firm  base  as  soon  as  I. 

8.  Men,  my  brother^,  men  the  workers,  ever  reaping  something 

new: 
That  which  they  have  done  but  earnest  of  the  things  that  they 
shall  do. 


• 
•  • » 
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(PART  6.) 


1.     The  DlflTerent  Modes  With  Begrard  to  Time, — The 

meaning  of  the  six  tenses  just  explained  applies  strictly  only 
to  the  ordinary  tense  forms  of  the  indicative  mode.  In  the 
other  modes,  the  notion  of  time  is  often  unimportant,  or  it 
is  obscured  by  some  other  consideration.  In  a  statement  or 
a  question  J  time  is  generally  a  matter  of  importance ;  in  other 
words,  the  tenses  of  the  indicative  carefully  distinguish  dif- 
ferences of  time.  Thus,  in  the  following  sentences,  the 
time  of  the  action  or  state  is  denoted  very  plainly  and  exactly 
— as  much  so  as  the  action  itself. 

He  sees  the  deer.  We  saw  a  fox.  They  wilt  come.  They  have 
been  paid.    The  road  had  been  made.    They  will  have  gone. 

In  these  examples,  the  time  of  the  action  is  revealed  by 
the  tense  for  tn^  but  in  the  other  modes  the  tense  form  gen- 
erally misleads  in  regard  to  time.     Thus,  in  the  sentence, 

'  If  he  were  sick,  I  should  go  to  him, 

were  and  should  go  are  past  tenses  in  form,  and  should,  there- 
fore, denote  past  time;  but  were  may  denote  future  time, 
and  should  go  indicates  a  time  depending  on  the  time  of  the 
action  expressed  by  were.  Here  it  is  the  condition — the 
supposition — ^that  is  prominent,  and  the  tense  form  shows 
nothing  of  the  time,  which  is  really  not  important. 

Again,  in  the  Imperative  and  the  Infinitive  tense  forms, 
the  real  time  of  the  expressed  action  must  be  gathered  from 
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the  entire  senteiic^':-  '  This  may  be  seen  from  the  followinj 
exami>les;_  -*>.■■ ' 

i?i-,goo<5.  my  child,  and  M  who  will  ie  clever.    (In  the  futui 

habitually.) 

■To-i/hr' for  one's  country  is  glorious.    (A  general  truth— always  truB^ 

'  ,  iJ.'  ,  .  [  -was  not  a  sufficient  Iriuraph  for  Alexander. 

■  Tu /unit  conquer eit  \    .  ,.  T 

.    ■  '  i   IS  our  proud  boasL  as  a  nation. 

^  I   "'''^  ^'  '''^  achievement,  of  the  Anglo-Saxon.  ' 

In  the  case  of  the  Tcrbals,  the  element  of  time  is  almost 

always  obscure  and  overshadowed.    The  time  of  the  denoted 

action  may,  however,  nearly  always  be  gathered  from  the 

context. 

I  having  finished  his  lesson.  ^>enl  skating  one  day,  etc 
looking  for  a  situation,  asks  to  see  you,  sir. 
having  been  educafril,  •a'ill find  life  easier 

But,  whatever  time  a  tense  form  may  reaUy  denote,  till 
grammatical  tense  is  named  from  that  form.  Thus, 
verb  is  present  in  Tf  T  come  j  past  \xi  ff  f  came ;  and  presn 
fier/cct  in  1/  Iliave  eome  and  in  To  have  come. 

2.     ElTect  of  Certain  Sleinonts  In  Tense  Flirases.- 

tense  phrases,  every  element  has  a  special  influence  in  detei 
mining  the  effect  of  the  whole  phrase. 

Some  of  the  most  important  of  these  are  as  follows: 
Have  in  its  various  forms,  either  alone  or  followed  by  btfti 
gives  the  notion  of  completed  action. 

Have  been  killed.     Having  eome.     Had  gone. 
The  participle  in  iitg  denotes  unfinished  or  progressi 
action. 

/(im-walklnpr.     I haie  been-^-aXViXn^, 

The  iias^lvc  participle  in  the  verb  phrases  of  transitivi 
verbs  denotes /a j^r/tr  action. 

I  have  been  hurt.      The  deer  had  been  pnrsued. 
The  passive  participles  hurt  and  pursued  denote  acti 
that  affects,  or  is  received  by,  that  which  is  represented  t 
the  subjects  /  and  deer. 
Do  gives  emphasis  to  declarative  verb  phrases. 

He  does  -work.     They  did  call.     We  iXa  repenL 
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3.  Person  and  Number  of  Verbs. — Some  verbs  have 
in  the  present  and  past  tenses  certain  inflections  or  changes 
of  form  in  consequence  of  changes  in  the  person  and  number 
of  the  subject.     This  is  shown  in  the  examples  that  follow : 

Present  Tense,  Past  Tense, 

1st  Per.  I  see^      am        I  saw^         was 

2d  Per.  Thou  see^ty  art       Thou  j^^c/est,  wast 
3d  Per.  lie       see%^    Is  He       saw^        was 


Singular 


1st  Per. 

We      see^ 

are 

We      saw. 

were 

2d  Per. 

You    see. 

are 

You    saw. 

were 

3d  Per. 

They  see. 

are 

They  saw. 

were 

Plural 


These  inflections  for  person  and  number  are  very  few  and 
unimportant  for  English  verbs,  yet  they  have  led  gramma- 
rians to  say  that  a  finite  verb  must  agree  ivith  its  subject  in 
number  and  person.  By  this  they  mean  that  such  changes 
must  be  made  in  the  form  of  verbs  as  are  required  by  changes 
in  the  person  and  number  of  the  subject. 


VERBS  REGULAR  AND  IRREGUU^R. 

4.  The  Inflectional  Base. — The  simple  inflectional  base 
of  the  verb  is  the  form  it  has  in  the  first  person  singular  of 
the  present  indicative  or  in  the  present  infinitive.  These, 
for  a  few  verbs,  are  as  follows : 


Inflectional  Base. 


Ind.  Pres.  1st  Pers.  Sing. — /  go,  come, 
am,  report,  -write,  rule 

Present  Infinitive. — To  go,  come,  be, 
report,  write,  rule 


From  these  inflectional  bases  or  root  forms  the  various 
modes  and  tenses  are  derived.  Now,  the  most  important 
of  all  the  derived  forms  are  the  past  ifidtcative  and  the  per- 
fect participle.  For  the  verbs  given  above,  these  two  forms 
are  as  follows: 

Past  Indicative. — Went,  came,  was,  reportGd^  wrote,  ruled 
Perfect  Participle,— Oone^  come,  been,  reported^  written, 
ruled 
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It  will  be  noticed  that  the  inflectional  base  is  retained  in 
the  past  tense  and  perfect  participle  of  only  two  of  the  fore- 
going  verbs.     These   two  are   report  and  rule,   and  their 
derived  forms  are  made  by  adding  ed  to  the  former  and 
d  alone  to  the  latter.     All  the  remaining  verbs  form  their 
past  tense  and  perfect  participle  in  some  other  way.     Now, 
verbs  are  divided  into  two  classes,  according  as  they  do  or  I 
do  not  make  these  two  forms,  the  past  tense  and  the  perfect  J 
participle,  by  adding  d  or  ed  to  the  inflectional  base.     These  1 
two  classes  into  which  verbs  are  divided  are  regalar  verba  J 
and  Irregular  verbs. 

Deflnitloa. — A  regular  Terb  is  a  verb  that  forms  its\ 

past  tense  and  pfrffcl  participle  by  adding  A  or  eti  to  its  root'm 
or  inflectional  base. 

Some  examples  of  regular  verbs  follow: 
Infiectional  Base.  j^^[^  recite,  return,  provide,  conceal,  act  J 
Past  Indicatii't. 
Perfect  Participle. 

Definition. — An  Irregular  verb  is  a  verb  that  does  « 
form  its  past  tense  and  perfect  participle  by  adding  H  or  e 

to  its  root  or  inflectional  base. 

The  following  are  some  examples  of  verbs  that  form  the] 
past  tense  and  perfect  participle  irregularly: 


\Reci/e(i,  returneH,  froTjideA,  Ci 


ru/ed,  ocleA.  I 


RootForm.X      (see,    drink,  feel,  lilt,  keep,  fliul,     ride 
Pasllnd.—  sa^v,  drank,  felt,  hlt,kept.  found. rode 

Per/.  Part.—      seen,  drunk,  felt,  hit,  kept,  found,  ridden  J 


5.     Principal  l*arts  of  a  Verb. — The  three  forms  £ 
above,   together  with  the  present  participle,  are  called  t 
principal  parts.     They  are  so  called  because  of  their  im 
tance  in  forming  verb  phrases.     They  are  used  in  accordanoi 
with  the  following  rules: 

1.     The   root  inftnltlvo  preceded  by  the  auxiliary  t 
forms  the  emphatic  present  and  post  Indicative. 
/do'work.    //f  does  study.     ffVdIdgo, 
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2.  The  root  Infinitive,  preceded  hy 

((f)     may,  can,  or  must,  forms  the  present  Indicative; 

(^)  might,  could,  -would,  or  should,  forms  the  poet 
Indicative ; 

(<-)     shall  or  -will,  forms  the  future  Indicative. 

It  should  be  remarked  that  [a)  of  the  foregoing  is  the 
former  potential  present  and  (6)  is  the  potential  past. 
But,  as  has  already  been  explained,  these  auxiliaries  are 
really  not  auxiliaries  but  principal  verbs  followed  by  an 
infinitive  object  with  to  omitted. 

I  may  go  =  !  may  (to)  go.     I  shall  come  =  I  shall  (to)  comi. 

3.  Thepresentpartlc-Ipleasanelementof  averbphrase 
makes  the  expressed  action  progressive  or  continuous. 

1  am  ivorklns.  JfV  have  been  thinking.  Th^y  should  have 
been  acting. 

4.  The  perfect  participle  of  the  principal  verb,  when 
preceded  by  have  in  any  of  its  forms,  denotes  completed 
action. 

/  have  ■wHtten,  He  has  gone.  They  hnd  loved.  XVe 
should  have  spoken. 

5.  The  perfect  participle  of  the  principal  verb,  when 
preceded  by  be  in  any  of  its  forms,  denotes  passive  action. 

He  Is  loved.  We  w^ere  chosen.  Tkey  should  have  been 
arrested. 

6.  Redundant  Vcrljs. — Some  verbs  form  their  past 
tense,  or  their  perfect  participle,  or  both,  in  two  ways.  Such 
v.erbs  are  both  regular  and  irregular ;  and,  since  their  prin- 
cipal parts  consist  of  more  than  the  usual  number  of  words, 
the  verbs  are  called  redundant.     A  few  of  them  are  given 


Root. 

Past  Indicative. 

Perfect  Participle. 

Prei.  Pari. 

bereave 

bereft  or  bereaved 

bereft  or  bereaved 

bereaving 

dare 

durst  or  dared 

dared 

daring 

mow 

mowed 

mowed  or  mown 

mowing 

swell 

swelled 

swelled  or  swollen 

swelling 

weave 

wove  or  weaved 

weaved  or  woven 

weaving 

The  most  important  rediindant  verbs  are  usually  given  in 
the  list  of  irregular  verbs. 


7.     Defective  Vertoe. — A  few  verbs  called  defective  are  J 

used  only  as  presents  and  as  past  indefinites,  and  they  have  J 
their  formation  irregular.     They  are: 


Present. 

Past. 

Present, 

Past. 

can 

could 

shall 

should 

may 

might 

will 

WQUld 

melhinks 

met  hough  t 
must{?) 

quoth 

quoth 
wist 

ought 

ought  (?) 

wit 

wot 

Whether  must  and  ought  can  properly  be  used  as  pastel 
indefinites  is  disputed.  Wk,  wist,  and  wot  are  old  forms  I 
and  are  nearly  obsolete.  Beware  is  defective  also — a  present  I 
only. 

8.  Old  or  Strong,  and  New  or  Weak,  Verbs. — The  I 

changes  that  go  on  among  the  people  that  speak  a  particular  I 
language  compel  them  to  be  constantly  inventing  new  words  f 
to  express  their  thoughts.  Most  of  these  new  verbs  f 
promptly  rejected;  but  many  of  them  are  accepted  by  good  I 
authorities,  and  come  into  general  use.  In  conjugating  these  j 
verbs,  they  all  follow  the  model  of  regular  verbs,  so  that  \ 
regular  verbs  are  said  to  have  the  new  conjugation.  This  ] 
is  by  many  called  the  -weak  conjugation,  perhaps  because  I 
these  verbs  are  not  so  forcible  as  the  old  verbs  that  we  use  I 
so  much  and  have  used  so  long — the  irregular  verbs.  These  ] 
have  the  old  or  strons  conjugation. 

9,  IJst   or  Irre(f«lar   Verbs. — In    using  the  English 
language  to  express  our  thought,  if  we  would  avoid  error,  there 
is  perhaps  no  one  thing  so  important  as  to  be  perfectly  familiar 
with  the  principal  parts  of  the  irregular  verbs.    The  following 
list  is  given,  therefore,  and  the  pupil  should  not  be  content  j 
until  he  has  mastered  it.     The  present  participle  is  omitted, 
since  it  is  always  formed  from  the  root  verb  by  adding  Ingr. 
Of  course  the  rules  of  spelling  must  be  observed  in  form- 
ing all  the  principal  parts.      Many  verbs  in  the  following  I 
list  are  both  irregular  and  redundant.     When  two  or  more' J 
forms  of  a  principal  part  are  given,  the  preferable  form  I 
occurs  first. 


§19 


GRAMMAR. 


Root  Form. 

Past  Indicative. 

Perfect  Participle. 

abide 

abode 

abode 

be  or  am 

was 

been 

bear 

bore,  bare 

borne,  bom 

beat 

beat 

beaten,  beat 

beg^n 

began,  begun 

beg^n 

bend 

bent,  bended 

bent,  bended 

bereave 

bereaved,  bereft 

bereaved,  bereft 

beseech 

besought 

besought 

bid 

bade,  bad,  bid 

bidden,  bid 

bind 

bound 

bound,  bounden 

bite 

bit 

bitten,  bit 

bleed 

bled 

bled 

blow 

blew 

blown 

break 

broke 

broken,  broke 

breed 

bred 

bred 

bring 

brought 

brought 

build 

built,  builded 

built,  builded 

bum 

burned,  burnt 

burned,  burnt 

burst 

burst 

burst 

buy 

bought 

bought 

cast 

cast 

cast 

catch 

caught 

caught 

chide 

chid,  chode 

chidden,  chid 

choose 

chose 

chosen 

cleave 

cleft,  clove,  clave 

cleft,  cloven,  cleaved 

cling 

clung 

clung 

clothe 

clothed,  clad 

clothed,  clad 

come 

came 

come 

cost 

cost 

cost 

creep 

crept 

crept 

crow 

crowed,  crew 

crowed 

cut 

cut 

cut 

dare 

dared,  durst 

dared 

deal 

dealt 

dealt 

dig 

dug,  digged 

dug,  digged 

do 

did 

done 

draw 

drew 

drawn 

dream 

dreamed,  dreamt 

dreamed,  dreamt 

drink 

drank 

drunk 

drive 

drove 

driven 

dwell 

dwelt,  dwelled 

dwelt,  dwelled 

eat 

ate,  eat  (St) 

eaten 
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Root  Form. 

Past  JndicaUv* 

P.rr«t  pMtlBlplo. 

faU 

fell 

fallen 

feed 

fed 

fed 

feel 

felt 

felt 

fight 

fought 

fought 

£nd 

found 

found 

flee 

fled 

fled 

fling 

flung 

flung 

fly 

flew 

flown 

jor&ake 

forsook 

forsaken,  forsook 

freeze 

froMi 

froien,  froie 

get 

got 

got,  gotten 

gild 

gUded,  gilt 

gilded,  gilt 

gird 

girded,  girt 

girded,  girt 

give 

gave 

given 

go 

went 

gone 

grind 

ground 

ground 

grow 

grew 

grown 

hang 

hung,  hanged 

hung,  hanged 

have 

had 

had 

hear 

heard 

heard 

heave 

heaved,  hov« 

heaved 

bide 

hid 

hidden 

hit 

hit 

hit 

hold 

held 

held,  holdea 

hurt 

hurt 

hurt 

keep 

kept 

liCpt 

kneel 

knelt,  kneeled 

knelt,  kneeled 

knit 

knit,  knitted 

knil.  knitted 

know 

knew 

known 

lead 

led 

led 

lean 

leaned,  leant 

leaned,  leant 

leap 

leaped,  leapt 

leaped,  leapt 

learn 

learned,  learnt 

learned,  learnt 

leave 

left 

left 

lend 

lent 

lent 

let 

let 

let 

lie 

lay 

lain 

light 

lighted,  lit 

lighted,  lit 

lose 

l:.st 

lost 

make 

made 
meant 

made 
meant 

meet 

met 

met 

pen 

penned,  pent 

penned,  pent 
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Rool  Form- 

Put  Indlcalive. 

Perfect  Psniciple. 

put 

put 

put 

quit 

quit,  quitted 

quit,  quitted 

TMd 

read 

read 

rtftVB 

reaved.  reft 

reaved,  reft 

icnd 

rent,  rended 

rent,  rended 

rid 

rid 

rid 

ddo 

rode 

ridden 

ring 

rang,  rung 

mug 

riM 

rose 

risen 

mr 

said 

said 

«« 

saw 

seek 

sought 

sought 

reU 

BOld 

sold 

■end 

sent 

sent 

9«t 

set 

set 

BlMke 

shook 

shaken 

riMwr 

sheared,  lihore 

sheared,  shorn 

»iKd 

Bhed 

shed 

aldim 

auoM 

shone 

xbie 

Aod 

shod,  shoddeo 

shoot 

shot 

shot 

show 

shown,  showed 

shred 

shred,  shredded 

shred,  shredded 

shrink 

shrank,  shrunk 

shrunk,  shrunken 

shut 

shut 

shut 

ring 

sang,  sung 

sung 

«ii« 

sank,  sunk 

sunk,  sunken 

rit 

sat,  sate 

sat 

*ll^ 

slew 

slain 

«te« 

slept 

slept 

HUde 

«Ud 

slid,  slidden 

ding 

slung 

slung 

Aliok 

slunk,  slank 

stunk,  slank 

Blit 

slit,  Blitted 

slit,  slitted 

«DU)1I 

amelled,  smelt 

smelled,  smelt 

jmite 

smote,  amit 

smitten,  smit 

WW 

sowed 

sown,  sowed 

Bpetfk 

npoke,  spake 

spoken 

speed 

sped,  speeded 

sped,  speeded 

spell 

spelled,  spelt 

spelled,  spelt 

spend 

spent 

spent 

spill 

spilled,  spilt 

spilled,  spilt 

10 
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Root  Form. 

Past  Indicative. 

spin 

Spun,  span 

spit 

spit,  spat 

split 

split,  splitted 

spoil 

spoiled,  spoilt 

spread 

spread 

spring 

sprang,  sprung 

stand 

stood 

stave 

staved,  stove 

steal 

stole 

stick 

stuck 

sting 

stung 

stink 

stank,  stunk 

strew 

strewed 

stride 

strode 

strike 

struck 

string 

strung 

strive 

strove 

strow 

strowed 

swear 

swore,  sware 

sweat 

sweat,  sweated 

sweep 

swept 

swim 

swam,  swum 

swing 

swung,  swang 

take 

took 

teach 

taught 

tear 

tore 

tell 

told 

think 

thought 

thrive 

throve,  thrived 

throw 

threw 

thrust 

thrust 

tread 

trod 

wake 

waked,  woke 

wear 

wore 

weave 

wove,  weaved 

weep 

wept 

wet 

wetted,  wet 

whet 

whetted,  whet 

win 

won 

wind 

wound,  winded 

work 

worked,  wrought 

wring 

wrung,  wrinj^ed,  wrang 

write 

wrote 
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Perfect  Participle. 


spun 

Spit,  spat 

split,  splitted 

spoiled,  spoilt 

spread 

sprung 

stood 

staved,  stove 

stolen 

stuck 

stung 

stank,  stunk 

strewed,  strewn 

stridden 

struck,  stricken 

strung 

striven 

strowed,  strown 

sworn 

sweat,  sweated 

swept 

swum 

swung 

taken 

taught 

torn 

told 

thought 

thriven,  thrived 

thrown 

thrust 

trodden 

waked 

worn 

woven,  wove,  weaved 

wept 

wetted,  wet 

whetted,  whet 

won 

wound,  winded 

worked,  wrought 

wrung,  wringed.  wrang 

written 
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CONJUGATION. 

10,  "Be"ana  "Have." — The  conjugation  of  a  verb, 
as  has  already  been  explained,  is  an  orderly  arrangement  of 
all  its  forms  in  the  various  modes,  tenses,  numbers,  and  per- 
sons. In  order  to  conjugate  a  verb  correctly,  its  principal 
parts  must  be  known.  If  the  student  is  familiar  with  these, 
he  may,  by  appljnag  the  rules  given  in  Art.  5,  conjugate  any 
verb.  For  the  purpose  of  guiding  any  one  in  the  correct 
use  of  verb  phrases,  all  that  is  usually  required  is  a  briefer 
form  of  conjugation  called  a  sj-nopsls,  which  is  a  word 
derived  from  the  Greek,  and  means  a  "  connected  view, "  A 
sjTiopsis  generally  consists  of  some  particular  person  in  each 
tense  of  the  indicative  and  subjunctive  modes,  and  all  the 
forms  of  the  imperative,  the  injinitii'e,  and  the  verbals.  On 
account  of  the  very  great  importance  of  the  auxiliaries  be  and 
have  in  conjugating  other  verbs,  synopses  of  them  are  given 
below. 

Hynopsls  of  "  Be." 
PriH.    \Pres.  lnf.~{To)'&Q     Past  Ind.—'^O^    Per/.  Pari.— HG&a 
Parts,  t       Pni.  Par/.— Being 

Inpicm'ivb  Mode. 

Present. — /am ;  or  I  may,  can,    or  must  be 

/'uj/.— /was;  or  Imight.  could,  ivout 

Future.~Ishatl\}e;  oi  /willhts 

Pres.  Per/. — I  kmie  been;  or  I  may.  c 

Past  Per/— / had  heeu  ;  or  /might,  c, 

Flit.  Per/. — /  shall  have  been  ;  t 

SUBJUNCTIVK 

Present. — (If,  ucless,  etc.)  /be 
Past.—{1{,  unless,  etc.)  /  were, 


ir  should  1)6 

ot  must  have  been 
d,  etc.  liavo  been 
■r  I  wilt  have  been 


r  should  be ;  or  Were  T,  o 


\  I>o  thou,  you,  o 


Should  I  be 

Infinitive  Motik. 
Prtsent.—To\*e 
Pres.  Per/.— To  have  been 
Verbals. 
Participles.  Verbal  Nouns  (Gerunds). 

Present.— Jieinf!  Present.— Beltttc 

Pres.  Per/.— \\a.\\nfi,  been  Pres.  Per/— Having  been 

Past  Per/ect.—Beea 
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Synopsis  of  "Have." 

Prin.    I    Pns.    /n/.— (7i.)  Have      Pasfln.l.—'a.aA      Per/.  Part- 
Parts,  t        Had      Pres.  /'dr/.— UavlDK 

Indicative  Mope. 

Present.— ft\a.\G,  lam  having,  or  I  do  have;  or  I  may,  can, ot 
must  have,  oir  be  having 

/"ur/.— /had, /a-jj  liavlng,  or  /rfii/have;  or  J  might,  could, 
clc.  have,  or  be  having: 

Future.— I  shall  have,  or  /  will  have ;  or  /  shall  or  will  l>o 
having 

Pres.  Per/.— I  have  had,  or  I  fiave  been  liavlng; 

Past.  Per/.—IhadiiaA,  or  I  had  teen  having 

Ful.  Per/.— I  shall  or  will  liave  had,  or  /  shall  or  ivi/l  have 
been  havlDg 

Subjunctive  MoriE. 

Preseti/.—(U,  unless,  etc.)  /have  or  be  having 

1/  had,  were  having,  or  should  have,  or 
be  having ;  or 
Hwl  /,  ii.-ere  I  having,  or  shouMI'ha.ve 
or  bo  having 

Imperative  Mohe.  Infinitive  Uodk. 

Preseiil  \  ''^^®  '■*""  "rj;:;  or  Present.— To  have 

'  \  Do  thou,  you,  or  ye  have    Pres.  Per/.— To  have  had 

Verbals. 
Participles.  ferial  .Veuns  {Gerunds). 

Present.— Having  Present.— Having 

Pres.  Per/,— Having  hnxl  Prei.  Perf.— Having  had 

Past.  Per/— Had. 

11.      Exercise. — In  the   manner  shown   in  the  foregoing  models, 
'write  the  following: 

1.  The  active  verb  phrases  in  all  the  tenses  of  see  in  the  indicative 

2.  The  verbals,  active  and  passive,  of  ^n>/ (including  the  infinitive). 
8.     All  persons  and  numbers  of  the  present  and  the  past  indicative 

of  lie  (to  recline). 

4.  The  pa.ssive  of  loi'e  in  the  first  person  plural  in  the  sii  teases  of 
the  indicative  mode. 

5.  The  emphatic  forms  of  go  in  both  numbers  and  all  the  persona. 

6.  The  progressive  forms  of  write  in  the  third  person  singular  of 
UiG  tenses  of  tbe  indicative  mode. 
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7.  Make  a  synopsis  of  the  passive  forms  of  choose, 

8.  Give  the  verb  swim  in  the  interrogative  forms  of  the  first  person 
singular  in  the  tenses  of  the  indicative  mode. 

9.  Write  the  principal  parts  of  ten  of  the  most  frequently  used 
irregular  verbs. 

10.  Use  correctly  in  sentences  the  present  perfect,  active,  or  passive, 
of  the  following  verbs:  swim^  drink ^  come^  go^  f^i^g*  sing^  see^  begin^ 
lie  {to  recline),  lay, 

12.  Use  of  "Shall"  and  "  Will."— When  shall  and 
will^  with  their  past  forms,  should  and  would^  are  used  as 
auxiliaries  in  promising^  or  foretelling,  they  are  conjugated 
as  follows: 

11  shall,      should  f  We       shall,      should 

Thou      wilt,        wouldst  Plur,  \  You     will,        would 

He  will,        would  I  They  will,        would 

I  shall  come  unless  I  should  be  sick.  I  shall  try  and  my  brother 
will  help  me. 

When  used  interrogatively,  they  simply  ask  for  Informa- 
tion or  permission,  or  they  inquire  concerning  the  -will  or 
purpose  of  some  other  person  or  persons.  Their  conjuga- 
tion in  this  use  is  given  below: 


[  Shall,      should       I  ? 
Sing,  i  Wilt,       wouldst    thou  ?  Plur.  < 

[  Will,       would        he  ? 


Shall,      should    we  ? 
Will,        would     you  ? 
Will,        would     they  ? 


Will  it  rain  f    Shall  I  call  tomorrow  ?     Would  the  tQSiQh^v  permit 
you  to  go  ? 

Determination,  strong  purpose  of  the  speaker,  and  obll- 
gratlon,  are  expressed  by  the  following  conjugation : 


I  will,      would 

Sing.  \  Thou    shalt,    shouldst  Plur. 

He         shall,     should 


We  will  would 
You  shall,  should 
They     shall,      should 


I  will  come  and  he  shall  not  prevent  my  doing  so. 

The  foregoing  are  the  common  uses  of  these  auxiliaries, 
but  there  are  many  nice  distinctions  that  must  be  mastered 
before  the  student  can  entirely  avoid  error  with  shall  and 
«;///,  and  their  past  forms,  should  and  would. 
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13.  Parsing  the  Verb. — ^To  parse  the  verb,  the  student 
should  give : 

1.  I/s  Classifications. — This  consists  in  stating  whether  it 
is  regular  or  irregular,  and  giving  its  principal  parts;  in 
stating  whether  it  is  transitive  or  intransitive ;  and  in  giving 
its  object,  if  it  is  transitive  and  active. 

3.  Its  Inflections. — This  involves  telling,  in  order,  the 
mode,  tense,  person,  and  number,  with  the  reason  in  each  case. 

3.  An  Analysis  of  the  Vi-rd  Phrase. — In  doing  this,  the 
origin  of  each  element  of  the  verb  phrase  should  be  explained 
as  in  Art.  15.  When  possible,  the  grammatical  function  of 
each  phrase  element  should  be  given.  This  requirement  will 
be  made  only  in  the  case  of  advanced  students. 

After  some  experience  in  the  minute  parsing  indicated  in 
the  foregoing,  the  ^r('(/"  method  exemplified  below  should  be 
full  owed. 

To  illustrate  these  two  methods,  let  it  be  required  to  parse 
the  verbs  in  the  following  sentence: 

After  the  wind  bad  risen,  the  snow  was  blown  in  blinding  eddies 
through  the  streets. 

Ilftd  rtsen  is  an  irregular  verb,  because  it  does  not  form 
its  past  tense  and  perfect  participle  by  adding  ei  or  cd  to  its 
root  form  rise;  principal  parts :  root,  rise,  past  tense,  rose, 
perfect  participle,  risen;  intransitive,  it  has  no  object; 
indicative  mode,  it  is  used  in  a  mere  statement ;  past  perfect 
tense,  it  denotes  action  completed  before  a  past  time  speci- 
fied by  tuas  bloivn  ;  third  person,  singular,  because  its  subject 
xvind  is  in  that  person  and  number. 

The  vert)  phrase  had  risen  is  composed  of  the  past  of 
have  and  the  perfect  participle  of  rise.  The  element  had 
makes  the  verb  phrase  denote  past  time,  and  risen  denotes 
completed  action. 

Was  blown  (parsed  briefly)  is  an  Irresrnlar  verb,  from 
blazv,  blcxv,  bloivn ;  transitive,  passive,  indicative  mode,  past 
tense,  third  person,  singular.  Was  is  the  past  tense  of  the 
neuter  verb  be,  and  is  used  as  a  mere  copula,  or  verbal  con- 
nective, making  the  phrase  denote  past  time  ;  blo-wn  is  the 
perfect  passive  participle  of  blow,  and  is  used  like  a,predicati 


i         perfect 


A 
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adjective  to  modify  the  subject  snow,  to  which  it  is  connected 
by  was. 

14.     Exercise.— Parse  the  verbs  in  the  following  sentences: 
1.    The  people  told  the  sexton  and  the  sexton  tolled  the  bell. 

3.  Saint  Nicholas,  the  patron  saint  of  boys,  died  at  Myra,  in  Asia 
Minor,  in  the  year  A.  D,  828. 

8.  All  thai  tread  the  earth  are  but  a  handful  to  the  tribes  Ihflt 
slumber  in  its  bosom. 

4.  You  should  have  borne  with  my  faults  more  patiently. 

5.  'Tis  true,  this  god  did  shake;  bis  coward  lips  did  from  their 
color  fly. 

6.  A  friend  would  not  have  seen  such  trifling  faults. 

7.  Honor  and  shame  from  nu  condition  rise; 
Act  well  thy  part, — there  all  the  honor  lies. 

8.  Should  the  eagle  mate  with  the  crow,  even  then  I  would  not 
marry  the  son  of  the  earl. 

9.  Which  of  our  presidents  is  believed  to  have  been  poisoned  ? 
10.     Kings  may  be  blest,  but  Tarn  was  glorious. 

It.     There  is  none  so  blind  as  the  man  that  will  not  see. 

12.  My  story  being  done,  she  gave  me  for  my  pains  a  world  of 
sighs. 

13.  If  the  "Maine"  had  not  been  blown  up,  the  Spaniards  might  now 
be  in  possession  of  their  colonies. 

14.  We  had  Iain  for  many  days  in  the  quiet  bay,  when  at  last  wo 
began  the  long  voyage  across  the  Indian  Ocean. 

15.  Analysis  of  "Verb  Phnises. — Verb  phrases  may  be 
placed  in  diagrams  in  very  much  the  same  manner  as  sen- 
tences are.  By  this  means,  the  nature  and  function  of  each 
phrase  element  may  be  shown.  In  ordinary  analysis  the 
entire  verb  phrase  is  usually  treated  as  a  unit,  although  it 
consists  of  parts  each  with  a  distinct  work  to  do.  To  take 
them  apart  is  a  valuable  exercise,  since  it  requires  very  close 
consideration  and  correct  judgment.  The  following  models 
will  indicate  what  is  required  in  the  next  exercise: 


L    fHe)  [mayjlove.      (We)  [should]be  carefuL     (it)  [m&y]b& 

Explanation. ^In  the  first  sentence,  love  =  to  love,  and 
in  the  second  and  third  sentences,  be  =  to  be  used  as  a  verbal 
□onn. 
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18«    Exercise. — As  in  the  model,  parse  the  verbs  in  the  following; 

1.  Good  Americans,  when  they  die,  go  to  Paris. 

2.  He  that  has  once  done  you  a  kindness  will  be  more  ready  to  do 
you  another  than  he  whom  you  yourself  have  obliged. 

3.  Then  shall  the  nature  that  has  lain  blanched  and  broken  rise 
into  full  stature  and  native  hues  in  the  sunshine. 

4.  I  see  in  thy  gentle  eyes  a  tear ; 

They  turn  to  me  in  sorrowful  thought ; 
Thou  thinkest  of  friends,  the  good  and  dear. 
Who  were  for  a  time,  but  now  are  not. 

5.  To  pity  distress  is  but  human ;  to  relieve  it  is  godlike. 

6.  Diogenes  struck  the  father  when  the  son  swore. 

7.  You  hear  the  boy  laughing  ?    You  think  he's  all  fun; 

But  the  angels  laugh  too  at  the  good  he  has  done. 
The  children  laugh  loud  as  they  troop  to  his  call, 
And  the  poor  man  that  knows  him  laughs  loudest  of  all. 

8.  Boston  State-House  is  the  hub  of  the  solar  system.  You  couldn't 
pry  that  out  of  a  Boston  man  if  you  had  the  tire  of  all  creation 
straightened  out  for  a  crowbar. 


TABIiE   OF   VERBS. 


'  1.    Action   - 


Verl>s  as  to 


2.     Form 


a    Use 


r  Transitive      \  t^^^^^' 

c  Passive. 

r  .         .^.        (  Active. 

(  Neuter. 


Regular— Love^  walk. 
Irregular— Go,  come,  drink. 
Defective— Ought,  can,  beware. 
Redundant — Dive,  dream. 


'  Principal 


Auxiliary 


Walk,  go, 
walked,  went, 
walked,  gone. 

Do,  be,  have,  will, 
shall^  may,  can,  must. 
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Si» 


BmL 

Thh. 

Number. 

I^tson- 

ladintivv. 

SvbjitlKtive. 

Pn«s..  Pres.  Perf. 
Past,  Past  Pert 
Fot,  FuL  Pert 

PresenL 
PasL 

Present 

Present. 
Present  Perfect 

Singular. 
Plural. 

Singular. 

Plural. 

Singular. 
Plural. 

Wanling. 

Pirst 

Second. 

Thirf. 

First 

Second. 
Third. 

Wanting, 

Verlsas. 
Participles. 

Present 

Past 

Present  Perfect 

Seeing. 

Seen. 

Having  been  seen. 

Have  neither  per- 
son nor  number. 

THE  ADVERB. 

19.  The  Fnnctlons  of  the  Adverh. — The  adverb  has 
been  defined  as  a  word  used  to  modify  the  meaning  of  a 
verb,  an  adjectii'c,  or  another  adi'erb.  Now,  both  the  modi- 
fier and  the  element  modified  may  be  a  word,  &  phrase,  or  a 
clause.  This  fact  makes  it  specially  important  that  the  slti- 
dent  should  endeavor  to  become  expert  in  deciding  what 
each  element  of  a  sentence  does,  in  order  that  he  may  know 
what  it  Is, 

Almost  any  part  of  speech  may  be  used  adverbially: 

1.  A  Noun.— He  is  six  feci  tall.  {Six  foot  lull  =  tall 
to  theextent  of.  or  by  j(jr/cfr.)  We  waited  an  AtJar,  I 
care  nothing  for  his  opinion.  {Nothing  =  by  nothing,  or 
to  the  extent  of  nothing.)  It  cost  a  dollar.  (A  dollar 
=  to  tlie  funouDt  ota  dollar.) 

This  is  tbe  ose  of  a  noun  as  an  adverbial  adjective. 

y^fmtcA  teed  to  denote  measure  of  tune,  distance,  value, 
L  an  tbe  fragments  of  adverbial  phrases,  and 
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being  used  with  the  functions  that  the  entire  phrases  would 
have,  they  must  be  regarded  as  adverbs. 

2.  A  Pronoun, — What  with  labor  and  worry  he  was  com- 
pletely worn  out  (Here  what  =  partly  or  some  such 
adverb.) 

3.  An  Adjective, — The  richer  he  gets  the  stingier  he 
seems.  (The — the  =  by  how  much — by  so  much^  or  equiv- 
alent correlative  adverbial  elements.)  The  sentence  in  full 
would  be  nearly,  **  By  how  much  richer  he  gets,  by  so  much 
stingier  he  seems. " 

4.  A  Verb. — Clink-clank^  go  the  hammers  now.  Bang^ 
went  the  gun. 

5.  A  Verbal,  —  We  were  dripping -wet.  Being  good,  is  less 
easy  than  seemifig  good.     'T-wsiS  passing  strange. 

6.  A  Preposition. — The  tide  came  in  and  went  out  several 
times  during  our  stay.     He  walked  before  and  his  wife  behind. 

7.  A  Conjunction, — Could  he  but  understand,  he  would  act 
differently.  We  are  but  gathering  flowers  in  your  meadow. 
(But  =  only  or  merely,^ 

20.     Adjectives  and  Adverbs  With  Certain  Verbs. 

It  has  been  explained  that  all  verbs  express  in  varying  measure 
both  action  and  the  corresponding  state  of  the  actor.  Thus, 
in  the  sentence,  The  man  walks,  the  verb  walks  is  equivalent 
to  is  walking,  in  which  walking  describes  the  state  of  the 
acting  subject,  as  if  we  should  say.  He  is  a  walking  man. 
In  such  cases  the  participle  is  an  exact  equivalent  of  a  predi- 
cate adjective.  Hence,  walks  expresses  action  and  implies 
an  accompanying  state  or  condition  of  the  actor. 

Sometimes  the  action  is  so  prominent  that  the  state  is  not 
even  noticed.  In  such  a  case,  if  a  modifier  is  associated  with 
the  verb,  it  must  be  an  adverb  used  to  modify  the  action  side 
or  function  of  the  verb. 

He  walks  grracefully.    The  fish  swims  rapidly. 

Again,  it  may  be  the  state  that  is  to  be  especially  noticed, 
in  which  case  an  adjective  is  used  with  the  verb.  The  fol- 
lowing diagrams  will  make  clear  the  distinction  between 
these  two  uses  of  the  verb: 


8" 


Tbe ( patient )  [breathes]  rapidly. 


^ 


The  (flower)  [ia] 


Besides  these  extreme  cases,  there  are  verbs  that  express 
both  action  and  state  so  strongly  that  the  modifiers  of  both 
kinds  are  used  with  them.  In  such  cases,  the  adverbial 
modifiers  are  generally  phrases  or  clauses. 

He  lies  in  the  hospital  aick.  We  arrived  safe  and  sound  in  New  York. 


zr 


Here,  the  adjectives  sick,  sa/t:,  and  sound  denote  the  con- 
dition of  the  subject,  and  not  the  manner,  time,  or  place  of 
the  action. 

Many  verbs  in  which  the  action  is  prominent  are  followed 
by  adjectives  denoting  a  state  of  that  which  the  subject 
represents.     Some  examples  follow: 

Wsfelt  bad.  They  looked  skk.  She  sat  erect,  serene,  and  quiet. 
We  reached\v>m^  ■"lA''-  The  milk  turned  sour.  Our  blood  ran  ee/d. 
Shut  the  door  tight.     Open  your  eyes  -wide.     Lie  still  and  keep  quiet. 

31.  Artverbs  Closstfted  Accordlnp  to  Use, — Classified 
according  to  use,  adverbs  are  of  four  kinds:  (1)  simple; 
("i)  Interroeratlve ;  (3)  conjunctive ;  (4)  modal. 

Definition. — A  simple  adverb  is  an  adverb  that  is  joined 
directly  to  the  element  modified  by  it. 

Go  quickly.     Come  here.     Gaily  to  burgeon  and  broadly  to  grow. 

Definition. — A  n  Interrofjatlve  adverb  is  an  adverb  used 
to  inquire  concerning  the  time,  place,  manner,  cause,  etc.  of  an 
action  or  a  state. 

When  did  you  come?    How  is  your  father?     Where/ere  did  you 


Dellnltlon. — A  conjunctive  adverb  is  an  adverb  that 
lias  the  double  futution  of  an  adverb  and  a  conjunction. 

Do  as  you  are  told.     I  know  a  bank  whereon  the  wild  thyme  grows. 
Where  thou  goest,   I  will  go.      When  I  die.  put  near  me  something 
L        that  has  loved  the  light.      Whither  I  go  ye  cannot  follow. 

L 
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The  conjunctive  adverb  modifies  the  verb  in  the  clause  it 
introduces.  The  clause  itself  may  have  the  function  of  a 
nouH,  an  adjective,  or  an  adverb. 

Thus,  as  you  are  told,  in  the  sentence  above,  is  an  adverbial 
modifier  of  do,  and  as  modifies  are  told.  In  the  next  sentence, 
the  clause  is  an  adjective  modifier  of  bank,  and  whereon  mod- 
ifies ^rc«w.  In  the  sentence,  "  Tell  us  Wic«  you  are  going," 
the  conjunctive  adverb  wlteti  modifies  are  going,  and  the 
entire  clause  is  the  object  of  tell. 

Definition. — A  modal  odverb  is  an  adverb  that  modijies 
the  meaning  of  an  entire  sentence. 

Perhaps  I  shall  be  in  New  York  tomorrow.  He  bas  doubtless 
repented  his  action  by  this  time.     I  shall  certainly  see  him. 

Here  perhaps  modifies  / s/ui/l  be  in  New  York  tomorrotv. 
Any  word  used  in  this  way  to  narrow  or  restrict  the  meaning 
of  an  entire  sentence  or  clause  is  a  rfiodal  adverb.  The  sen- 
tence given  above  may  be  narrowed  or  limited  in  meaning 
by  many  expressions  similar  in  function  Xa  perhaps.  They 
all  change  the  total  effect  or  mode  of  the  sentences  upon  the 
mind,  and  are  all  modal  adverbs.  This  same  work  may  be 
done  by  a  phrase  or  by  a  clause.  The  modal  character  of 
phrases  and  clauses  is  not  usually  mentioned  in  grammar. 
It  is  regarded  as  sufficient  to  say  that  they  are  adierbial. 

22,     How  to  DlBtlninrulsh  the  Modal  Adverb.— It  is 

not  always  easy  to  recognize  the  modal  adverb.  In  doing 
this,  the  student  may  be  aided  by  knowing  that  it  has  some 
marked  peculiarities  besides  modifying  or  changing  the 
meaning  of  the  entire  clause  or  sentence  in  which  it  is  used. 
These  peculiarities  are: 

1.  The  modal  adverb  may  be  placed  almost  anywhere  in 
the  clause  or  sentence  it  modifies. 

This  is  not  the  case  \vith  an  ordinary  adverb,  which  must 
be  placed  as  near  the  modified  element  as  possible.  Indeed, 
one  of  the  most  important  matters  in  composition  is  the 
placing  of  modifiers,  especially  those  that  are  adverbial.  In 
the  case  of  the  modal  adverb,  while  it  may  occupy  any  one 
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of  several  places  in  a  sentence,  there  is  generally  one  positioi 
where  its  effect  is  best.     The  modal  adverb /or/wHu/c/y  n 
be  put  in  any  one  of  the  places  indicated  by  carets  in  tin 
following  sentences; 

Fortunately,    my   oraployer    understands    all   Ihu    facts    of   1 


Perhap!. 
keener  with 


a    sharp    tongue 


jnly   edged   tool    that  ( 


2.     The  connection  between  a  modal  adverb  and  the  scntencJ^ 
in  which  it  occurs  is  not  close. 

In  consequence  of  this  fact,   the   modal   adverb  shouldj 
usually  be  set  off  by  commas,     When  this  puncttiation  is  notj 
required,  it  is  owing  to  the  fact  that  the  adverb  is  used,  notj 
as  purely  modal,  but  as  in  some  measure  simple.     The  f<^ 
lowing  illustrations  wil^make  the  difference  of  use  clear: 

Medal. — Decidedly,  the  scientists  are  wrong  in  their  opinion. 

Simple, — The  stientists  are  decidedly  wrong  iu  their  opinion. 

In  the  first  example,  decidedly  modifies  the  meaning 
the  entire  sentence— changes  its  general  effect  or  mode.     I^ 
the  next  example,  it  is  a  mere  adverb  modifying  the  me; 
ing  of  the  single  word  wrong — it  tells  how  or  in  what  degree 
the  scientists  are  wrong. 

It  should  be  noted  that  almost  any  modal  adverb  may 
used  as  a  simple  adverb;    and,   on  the  other  hand, 
adverbs,  ordinarily  simple,  may  be  used  with  modal 
or  effect. 


23.     ClRsses  of  Moclal  A<lverl)s. — Modal  adverbs  m^ 
be  divided  into  various  classes.     Some  of  these  follow: 

1.  General    Emphasis. — Manifestly,    clearly,    decidedly j 
doubtles-s  undoubtedly,  positively,  evidently,  plainly,  unmifl 
takably,  palpably,  apparently,  obviousiy,  etc 

2.  Affirmation. — Aye,  yea,  yes,  verily,  indeed,  certainljj 
surely,  unquestionably,  by  all  means,  etc. 

3.  Negation. — No,  nay,  not,  by  no  means,  in  no  wis* 
not  at  all,  etc 
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4.  Doubt. — Perhaps,  peradventure,  probably,  possibly, 
perchance,  etc. 

5.  /K/ir«/cf.— Hence,  consequenlly,  therefore,  whence, 
then,  wherefore,  accordingly,  etc. 

34.     Adverbs   Classified    According    to   Meaning- — 

With  respect  to  meaning,  simple  adverbs  have  been  divided 
into  many  classes.     Some  of  the  most  important  of  these  are : 

1.  Adi'erbs  of  Time: — Ever,  now,  never,  lately,  today, 
still,  instantly,  henceforth,  already,  hereafter,  presently, 
soon,  once,  yesterday,  often,  seldom,  etc, 

2.  Adverbs  of  P/acc—Hcre,  there,  near,  yonder,  hence, 
thence,  down,  off,  back,  etc. 

3.  Adverbs  of  Manner. — Gladly,  slowly,  well,  respect- 
fully, truly,  etc. 

4.  Adverbs  of  Degree. — Much,  little,  vBry,  quite,  greatly, 
more,  etc. 

5.  Adverbs  of  Comparison. — So,  as,  than,  the,  too, 
rather,  etc. 

I  am  so  sick  that  etc.  He  is  as  good  as  his  accuser.  The 
first  as  modifies  good;  the  second  is  a  conjunctive  adverb; 
both  are  adverbs  of  comparison;  and  taken  together,  they 
are  correlative  adverbs. 

The  more  the  merrier.  This  old  saying,  when  in  full  sen- 
tence form,  would  be  somewhat  as  follows:  The  more  they 
arc  the  merrier  they  are  =  By  lohat  they  are  more  by  that 
they  are  merrier.  It  is  clear,  therefore,  that  the — the  —  by 
tvfiat — by  that;  these  are  adverbial  phrases,  the  first  of 
which  modifies  more,  and  the  second,  merrier.  Hence, 
the— the  are  correlative  adverbs  used  for  comparison. 


25.  The  Responslves. — The  words  yes,  no,  aye,  nay, 
certainly,  and  some  others,  together  with  certain  phrases, 
such  as,  by  all  means,  by  no  means,  not  at  all,  certainly  nol, 
decidedly  not,  are  used  in  answering  questions,  and  are  for 
that  reason  called  respoiislves.  They  are  usually  called 
adverbs;  but  they  are  really  substitutes  for  entire  sentences, 

1  strictly  belong  to  no  part  of  speech.     Like  interjections, 
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they  have  no  grammatical  relation  to  the  sentence  to  whidl'a 
they  reply,  but  they  have  a  logical  relation  to  it;  that  ia^  I 
they  relate  to  it  in  thought. 

Shall  you  vote  tomorrow  ?    Yes.    Certainly.     By  all  means. 

The  answers  to  the  foregoing  question  are  each  equivalent  J 
to  the  sentence,  "  I  shall  vote  tomorrow."  They  differ  only! 
in  the  matter  of  emphasis.  In  parsing  snch  expressions,  it  I 
is  sufficient  to  cal!  them  responsives,  give,  as  nearly  as  possi-T 
ble,  the  sentence  for  which  they  are  a  substitute,  and  say  thaM 
they  are  usually  classed  as  adverbs. 

Among  other  expressions  used  as  responsives  are,  perftaps,  I 
probably,  perchance,  nearly,  quite,  surely,  possibly,  exactly,  1 
precisely,  verily,  etc.  Indeed,  almost  any  of  the  modal  1 
adverbs  may  be  used  as  responsives,  which  is  another  test  j 
of  modality. 

26.  Comparison  of  Adverlw. — Many  adverbs  derived 
from  adjectives  of  quality  are  compared.  A  few  have  real 
inflections,  but  the  comparison  is  usually  made  by  prefixing 
more  and  tnost,  or  less  and  least;  as, 


Positive. — 

Comparative.^ 

Superlative.— 

soonest 

fast 

faster 

fastest 

calmly               earnestly 
more  calmly     less  earnestly 
most  calmly     leost  oamesUy 

The  following  adverbs  ; 

ire  of  in 

■egular  comparison: 

Positive.— 

well 

ill 

much               nigh  or  near 

Comparative.— 
Superlative.— 
Positive.- 

better 

best 

forth 

worst 
far 

most                next 
late 

Comparative.— 
Superlative.  — ■ 

further 
furthest 

farther 
farthest 

later 

last  or  latest 

S7,  The  Adverb  "  There." — The  word  f herds  properly  J 
an  adverb  of  place,  but  it  is  much  used  with  the  notion  of  1 
place  nearly  or  quite  gone  from  the  meaning  of  the  word,  i 
It  is  then  a  kind  of  anticipatix'e  subject  of  such  verbs  as  be^  . 
seem,  appear,  and  of  many  others;  as, 

T/iere  was  once  a  king.  There  saX  by  the  door  an  old  man.  Tktr4  J 
UTed  many  ye«rs  ago  a  very  wise  man. 
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In  such  sentences,  there  is  an  expletive,  that  is,  a  wffrd 
redundant  or  unnecessary ,  for,  in  all  such  cases,  the  real  sub- 
ject may  be  placed  first  and  the  adverb  omitted. 

A  very  wise  man  lived,  etc.    An  old  man  sat,  etc. 

When  the  construction  is  interrogative  or  relative,  the 
expletive  follows  the  verb ;  as, 


forn 

From  denoting  place,  the  word  there  has  come  to  mean 
mere  existence,  although  it  usually  carries  with  it  some  faint 
notion  of  in  that  place.  In  parsing,  the  student  should  say 
only  that  it  is  an  adverbial  expletive  used  as  an  anticipative 
subject. 

This  construction  is  one  of  the  idioms  of  our  language;  so 
called,  because  it  \s peculiar  /othe  English — exactly  the  same 
usage  not  being  found  in  any  other  language. 

28.  Phrase  and  Claase  Adverljs. — Several  words  taken 
together,  forming  clauses  and  prepositional  phrases,  may  be 
used  as  adverbs. 

1.  Compound  Adverbs. — Now  or  never,  by  and  by, 
sooner  or  later,  once  upon  a  time,  long  ago,  forever  and 
ever,  etc. 

2.  Prepositional  Phrases. — ^In  vain,  at  length,  by  degrees, 
according  to  agreement,  in  like  manner,  by  fair  or  foul  means, 
etc. 

Many  such  phrasesare  equivalent  to  simple  adverbs.  Thus, 
in  vain  =  vainly ;  by  and  by  =  soon ;  once  upon  a  time 
=  formerly. 

3.  Adverbial  Clauses. — ^He  fell  where  he  fought.  We 
shall  do  better  when  the  clouds  roll  away. 


29.      ExBRCiSR. — Point  out  the  adverbs  in  the  following  si 
and  tell  tbe  class  to  which  each  belongs  and  what  it  modifies^ 

1.     He    alwaya  acted   generously  and  considerately  even  to  his 


2.    They  langh  best  that  laugh  last. 
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Turn  l«  (the  work),  1117  men.  Is  the  doctor  in  (his  office),  John  ? 
All  went  aboard  (llie  ship).  He  is  a  good  maa  U>  bave  around  (  ). 
We  were  led  inside,  shown  around,  and  bowed  ant  very  promptly. 

Many  words  that  are  usually  gi\'en  in  the  lists  of  preposi- 
tioQS  are  still  used  as  adverbs.  Even  when  the  preposition 
has  an  object,  it  often  has  in  itself  a  strong  adverbial  value. 

We  lived  near  the  ri-vtr  and  often  rowed  across  //. 

Near  in  this  sentence  does  the  greater  part  of  the  adver- 
bial work  of  the  phrase  near  the  river.  This  is  shown  to  be 
the  case  by  our  readiness  to  accept  near  or  across  alone  as 
an  adverb,  without  demanding  that  it  shall  be  followed  by  a 
noun  or  a  pronoun  specifying  in  what  the  relation  of  near- 
ness ends.     Thus,  They  live  near.     He  jumped  across. 

Notwithstanding     this     strong    adverbial     function    and 
frequent  use  as  an  adverb,  these  words,  lo  the  number  of 
about  one  hundred,  are  called  prepositions  if  they  have 
them  an  object ;  in  such  case  they  form  a  prepositional  phrase 
haWng  the  value  of  an  adjective  or  an  adverb. 

Aiijectk'c  Phrases. — A  letter  from  bome,  a  rose  wUhoai 
thorns,  a  house  -with  seven  gables. 

Aiherbial  Phrases. — Ran  UKaUist  the  fence,  yz/fV/  dur- 
IniC  the  s«?r\-lce,  floating  with  the  current, 

Besides  its  function  as  an  adverb,  which  it  has  not  entire!; 
lost,  the  chief  work  of  the  preposition  is  to  bring  unrelat 
*o«*  into  relation.      This  has  been   fully   illustrated 
another  place,  and  need  not  be  enlarged  upon  here. 

The  preposition  is  said  to  govern  the  noun  or  pronoun 
with  t1»e  help  of  which  it  forms  an  adjective  or  ad\-erbial 
phrase.  By  this  is  meant  that  the  preposition  has,  with 
respect  to  case,  a  kind  of  governing  or  compelling  power 
over  its  noan  or  pronoun.  This  object  of  the  preposition 
miut  be  in  the  objective  case.      The   pronoun  shows  this 

(act  bv  ils/iTW;  but,  since  the  form  of  a  noun  is  the  same 

in  both  the  nominative   and   the  objective   case,  we  must 

judge  o!  its  case  from  that  of  the  pronoun  when  used  in 

the  »ine  way. 

Tta:i  took  ilie  book/row  John  and  gave  it  lo  me. 


i 

t 

ith  ^^ 

M 

m 
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33.     lilst  of  Prepositions. — The  following  is  a  list  of 
the  most  commonly  used  prepositions : 


aboard 

beyond 

pending 

about 

by 

regarding 

above 

concerning 

respecting 

across 

down 

round 

after 

during 

save 

against 

ere 

saving 

along 

except 

since 

amid 

excepting 

through 

amidst 

for 

throughout 

among 

from 

till 

amongst 

in 

to 

around 

into 

touching 

at 

mid 

toward 

athwart 

midst 

^  towards 

bating 

near 

under 

before 

notwithstanding 

underneath 

behind 

of 

until 

below 

off 

unto 

beneath 

on 

up 

beside 

out 

upon 

besides 

over 

with 

between 

overthwart 

within 

betwixt 

past 

without 

34.  Classes  of  Prepositions. — With  reference  to  their 
adverbial  value,  prepositions  have  been  divided  into 
several  groups: 

1.  Place. — This  class  inchides:  (a)  mere  rest  in  a  place; 
in,  on,  at,  near,  by;  (b)  place  ^  with  motion  and  direction;  to, 
into,  towards,  from;  (r)  place,  with  direction;  up,  down, 
through,  above,  below,  across,  etc. 

2.  Tifne.  — Since,  till,  until,  during,  after,  pending,  past,  etc. 

3.  Agency  or  Means, — With,  by,  through,  by  means  of, 
by  virtue  of,  etc. 

4.  Canse,  E?td,  or  Purpose, — For,  from,  for  the  sake  of, 
on  account  of,  etc. 

Besides  the  foregoing,  there  are  many  miscellaneous 
classes,  but  these   ha^ve   little   practical   importance.     The 
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matter  of  chief  concern  is  that  the  student  shall  be  able  to 
recognize  the  preposition  and  determine  the  work  it  docs  in 
each  place  where  it  is  used. 

35.  The  Objoft  of  a  Proi>osltloii. — The  object  of  a 
preposition  may  be  any  equivalent  of  a  noun — any  expres- 
sion used  with  the  value  of  a  noun.  Hence,  the  object  of  a 
preposition  may  Ix)  a  word^  vl  phrase^  or  a  clause. 

1.  A  Noun  or  a  Pronoun, — He  went  icith  me  A?  Xcw 
York. 

2.  A  Verbal  or  an  Infinitive, — Tired  of  so\^'iii|?  for 
othei's  to  reap.     We  protested  against  being  detained. 

3.  An  Adjective  or  an  Adverb. — The  taste  is  between 
Kweet  aiMl  sour.  His  strength  corner  from  above.  It  has 
lasted  yViv//  then  //;//// iio>v. 

4.  Phrase, — The  snake  crept  from  iiiider  the  houses 
The  noise  comes  />/>/;/  over  the  'way.  They  returned  after 
visiting  Home.     Ho  gloried  /;/  having  lieeii  President. 

T).  A  Xonn  Clause, — They  inquired  concerning  M'hei-t^ 
>ve  hat!  Ihhmi.     Judging  /a >;//  -what  he  said,  we  are  wrong. 

IM\.     l*iii-^lnir  t  he  Pit^poslt  Ion. — A  prepc»sition  is  parsed 

1.      T\w\  \\  is  .1  Imposition. 

V.      r:'..i;  i:  :v':v.;^  ^.vrtaiii  olomonts  into  relation. 

S  r'-.i:  : -v  :v',:m>^o  i:i  which  it  is  the  leading  word  nKnli- 
(A  -  '.••.•  •'  V /.•.•:\^  .-'  ,1  venaiu  other  siMitenlial  element. 

;  ::v  v\>v:--., ,',:!.-».  with  ivs^vet  to  adverbial  value  (see 
A- ,    ;;  t  ^  •'•.•.\  "\^  :^-\o-i  ^\hou  it  is  plainly  marked. 

.**7,  'v  -  :  v.\»i>xtruct  scntiMUvs  cniitaiiniii^  the  followinyr 
XN  ■  .       ■.   -..^  ■■.'•iv  »ii*aI  atU'VwanN  con^inut  otlior  sentences 

/.»,■;  .'.  /'i'i.''</**.  bt'/ott\ 

\\  ^  .     ,   •  V  -.cv-.^.  e.uh  s.\»Jitainini;'  a  ])rei>(»sitional  ]>lirase  used 

.',  'ise  ollu'i'  seulenees  eacli  havin;^  a  i)rejM>siti<)niil 
...    . ' . ». 
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8.     Write  two  sentonces  containing  a.  clause  object  of  a  preposition. 

4.  Write  two  sentences  each  containing  one  prepositional  phrase 
the  meaning  of  which  is  modilied  by  anotlier  prepositional  phrase. 

5.  Find  suitable  objects  of  the  prepositions:  to  confer  ufion.  to 
confer  ti'i/A:  to  die  o/.  to  Aie/or;  to  share  in,  to  share  o/',-  to  strive 
Jor,  to  strive  against'  to  cboose  between,  to  choose  among,  to  choose 
for;  to  have  confidence  in,  tn  have  tunfidciicc  o/;  coiivcniunt  to,  con- 
venientyi'r. 

38.      ExRRCisK. — Parse  the  prepositions  in  the  following  sentences; 
and,  by  means  of  diagrams,  unulyn;  the  sentences  themselves: 
1.     How  dear  to  my  heart  are  the  scenes  of  my  childhood. 

3.  She  sought  her  lord,  and  found  him  where  he  strode 
About  the  hall,  among  his  dugs. 

3_  ••<»■■•  the  shameless  noon 

Was  clashed  and  hammered  from  a  hundred  towers. 

4.  Man  comes  and  tills  the  soil  and  lies  beneath, 
And  after  many  summers  dies  the  swan. 

G.     Through  the  shadow  of  the  globe  we  sweep  into  the  younger  day, 

6.  If,  through  years  of  folly,  you  misguide  your  own  lite,  you  must 
not  expect  Providence  to  bring  round  everything  at  last  for  the  l>est. 

7.  The  sunset  glow  of  the  maples  met  the  sunset  glow  uf  [he  sky. 

8.  Many  a  summer  the  grass  has  grown  green, 
Blossomed  and  faded  our  faces  between, 

Vet  with  strong  yearning  and  passionate  pain 
Long  I  tonight  for  your  jiresence  again, 
fl.    Among  the  beautiful  pictures  that  hang  on  Memory's  wall 

Is  one  of  a  dim  old  forest  that  seemeth  the  best  of  all. 
10,     The  perfect  life  develops  in  a  circle  and  terminates  where  it 
begins. 


TABLE  OF  THE  PREPOSITION. 

Time — At  night,  by  noon,  after  midnight. 
Place — In  the  army,  into  the  house,  upon  the 
Agency — Dy  force,  -with  a  gun.  iy  means  ^persuasion. 
Reason — For  his  health,  at  my  request. 
PoisessioH—Tbe  wife  of  my  friend,  a  ship  of  Prance. 
Kjclusion —  IVi/Aau/  mercy,  against  my  wishes. 
Material— 0/  gold. 

Many  other  classes  of  prepositions  are  given,  but  no  das,si- 
fication  includes  them  all. 


TIIE    CONJUNCTION. 

39.  Piinctlons  of  the  Preposition  and  the  Conjunc- 
tton  Compai-ed. — The  preposition  is  usually  defined  as  a 
word  used  to  connect  worth,  and  to  show  the  relation 
between  them.  It  is,  therefore,  a  cottneclh'e,  but  its  most 
important  function  is  to  denote  rtlatton,  and  this  it  gener- 
ally does  very  definitely.  The  conjunction  also  is  a  connect- 
ive, and  it  usually  indicates  more  or  less  distinctly  some 
relation  between  the  elements  it  unites.  Both  the  conjunc- 
tion and  the  preposition  have  something  adverbial  in  the 
work  they  do;  and,  in  the  case  of  the  conjiinctwc  adverb, 
this  function  is  generally  stronger  than  its  connective  value. 

During  the  growth  and  improvement  of  language,  the 
conjunction  was  one  of  the  last  parts  of  speech  to  appear, 
and  its  first  use  was  in  connecting  very  simple  expressions, 
such  as  a  tioiin  with  a  noun,  an  adjective  with  an  adjective, 
a  verb  with  a  I'crb,  etc. 

The  inost  useful  of  the  conjunctions  are  those  that  hav-e 
nearly  or  quite  lost  their  adverbial  value,  such  as  and,  or, 
nor,  if,  /est,  than,  for,  also,  and  a  few  others.  The  equiva- 
lents of  these  conjunctions  are  found  in  all  languages,  and, 
without  their  aid,  rf««fr/f(/ speech  would  be  impossible. 

When,  later,  it  became  necessary  to  connect  phrases  and 
clauses,  and  indicate  at  the  same  time  rclati<m  between  the 
connected  elements,  other  conjunctions  were  made,  generally 
from  adverbs,  and  most  of  them  retained  much  of  their 
adverbial  value. 

Be  careful  \*ist}-'iufiil/.     I  sliall  go,  though  /*/  rain.  ^^^ 

Lc«>k.  iK-mrtV'""  -"'■"/■     'IiJ  i«  very  !11.  J  yet  V  lu-  imiv  recover,  ^^H 
(  but  )  -^ 

In  all  these  cases  the  clause  introduced  by  the  conjunction 

modifies  the  meaning  of  the  other  clause,  or  of  some  element 

in  it.     Lest  you  fall  denotes  a  reason  or  a  purpose ;  it  is  very 

nearly  equivalent  to  not  to  fall,  which  is  plainly  an  adverbial 

^^^  modifier  of  careful.      In  a  similar  way  though  it  rain  ia  | 
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very  nearly  the  equivalent  of  the  adverb  ccrtctinlj;     I  shall 
certainly  go. 

The  differences  in  function  by  which  a  preposition  may  be 
distinguished  from  a  conjunction  have  been  fully  treated  in 
another  place,  to  which  the  student  is  referred  (see  Grammar, 
Part  2). 


CLASSES  or  CONJUNCTIONS. 

40.  Conjunctions  are  divided  into  two  principal  classes, 
coordinating  and  siibordinatiug. 

41.  Coordinating  Conjunctions. — The  word  coordi- 
nating mesk^^  "  making  of  equal  rank  or  importance. "  The 
conjunctions  of  this  class  are  so  called  because  they  unite  two 
elements  withoiit  at  ihe  same  time  reducing  one  of  them  to 
the  inferior  rank  of  a  mere  modifier  of  the  meaning  of  the 
other  element.  Hence,  these  conjunctions  have  very  little 
of  the  adverbial  quality  left  in  them,  and  ser\'e  mainly  to 
connect.  This  is  wholly  true  of  and  and  nearly  so  of  all  the 
other  coordinating  conjunctions.  But  conjunctions  of  this 
class,  by  taking  on  the  adverbial  function,  shade  off  into 
subordinating  conjunctions  so  gradually  that  it  is  impossible 
to  draw  a  lino  with  any  certainty  between  the  two  classes. 

I>eflnltlon. — A  coor<11natlng  conjiiuction  is  a  conjunc- 
tion used  to  connect  two  sentential  elements  so  as  to  mtiie  t/tcm 
o/  e^uni  grammatical  rani'  or  value. 

Bread  and  meat.  Wise  or  tooli.sh.  To  sleep,  likewise  to  dream. 
He  was  a  partner;  besides,  ho  was  fully  trusted.  You  have  seriously 
blundered;  moreover,  you  have  violated  the  law. 

Coordinating  conjunctions  are  subdivided  into  several 
groups : 

1.  Copulative. — The  word  co/K/a/tVr  means  simply  "uni- 
ting," "adding  something  to  something  else."  These  con- 
junctions have  very  much  the  effect  of  the  sign  of  addition 
in  arithmetic.  With  most  of  them,  however,  there  is  some 
adverbial  value  besides  their  copulative  nr  connective  effect- 
Examples  are :  and,  also,  likewise,  further,  besides,  moreover, 
as  well  as,  in  addition  to,  etc. 
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3.  Alternaihe. — Alternative  conjunctions  are  such  as 
imply  a  choice,  cither  granted  or  denied.  They  are  or,  nor. 
either — or,    neither — nor,  whether — or,  and  some  others. 

3.  Adversatixie. — These  imply  something'  adverse  or  in 
opposition.  The  following  are  the  most  common:  but,  yet, 
still,  only  (when  nearly  etiuivalent  to  but),  nevertheless,  pro- 
vided, although,  however,  for  all  that,  after  all,  at  the  same 
time. 

He  is  sick,  only  he  docs  not  like  to  adniit  it. 

You  have  dono  much  damagu;  sltll.  we  will  overlook  that  facL 

4.  Illative. — The  conjunctions  of  this  class  include  such 
as  arc  used  in  reasoning  to  denote,  reason,  inference,  conclu- 
sion, result,  and  the  like. 

Therefore,  hence,  ivhence,  so,  thus,  consequently,  accord- 
ingly, wherefore,  then,  so  that,  so  then,  etc.,  are  examples. 

43.  HulxinllnatlnK  CoiiJ  iinctlouM. — We  have  seen  that 
coordinating  conjunctions  may  connect  words,  phrases,  or 
clauses.  This,  however,  is  not  the  case  with  'ih.c  subordina- 
ting conjunction,  for  it  is  almost  invariably  used  to  unite 
clauses.  It  does  this  in  such  a  manner  as  to  make  one  of  the 
clausesa  mere  modifier;  and  in  consequence  of  this  inferior  or 
subordinate  relation  of  the  modifying  clause,  the  conjunction 
that  introduces  it  is  called  a  subordinating  conjunction. 

You  will  fall  If  you  are  not  careful.  He  was  dismissed  becaUHe 
he  was  incoHipeUnl.     He  will  live  though  he  is  dead. 

In  all  the  foregoing  sentences,  the  subordinate  clauses 
have  the  value  of  adverbs;  and,  like  modal  adverbs,  they 
generally  modify  the  meaning  of  the  entire  indeiiendent  or 
principal  clause. 

Subordinate  clauses  are  often  much  abbreviated;  and  for 

this  reason  they    may  often    look    like  phrases.     But   the 

omitted  elements  must  always  be  very  plainly  implied,     "If 

contradicted,  he  becomes  very  angry."     "  He  works  steadily, 

though  without  valuable  result." 

I  Deflaltlon. — A    suborcllnatluff  conjunction  is  a  con- 

L  junction  used  to  introduce  a  clause  thai  modifies  an  inde- 

L         pendent  clause,  or  some  element  of  an  independent  clause. 
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Subordinating  conjunctions,  in  consequence  of  differences 
in  adverbial  meaning-  or  value,  are  subdivided  into  the  fol- 
lowing" classes: 

1.  Place. —  Where  and  whence,  and  their  compounds  with 
ever  and  soever. 

2.  Time, — When  and  its  compounds;  also,  ivhiU\  as,  till, 
until,  ere,  before,  after,  since, 

3.  Cause  and  Condition, — Because,  whereas,  inasmuch  as, 
since,  as,  for,  if,  unless,  except,  notivithstanding,  though,  etc. 

4.  Purpose.  —  That,  so  that,  in  order  that,  etc. 

5.  Comparison, — Than,  as — as,  so — as. 

In  analyzing  sentences  that  contain  correlative  conjunc- 
tions, that  ivS,  conjunctions  that  go  in  pairs,  it  is  necessary 
to  consider  separately  each  word  of  a  pair.  For  example,  in 
the  sentences  He  is  as  good  as  he  is  brave,  and  He  is  not  so 
sorr>''  as  I  am,  the  first  element  in  each  pair  is  an  adverb 
merely,  and  the  second  a  subordinating  conjunction  or  a  con- 
junctive adverb.  It  is  more  in  their  adverbial  functions  than 
in  their  character  as  conjunctions  that  they  are  correlatives. 

43.  Correlatives. — Many  pairs  of  words  are'  called  cor- 
relative conjunctions,  or,  more  briefly,  correlatives,  because 
each  word  points  or  relates  to  the  other  in  the  way  that  is 
called  mutuaL  The  following  is  nearly  a  complete  list  of 
them:  as — as,  as — so,  both — and,  either — or,  neither — nor^ 
so — that,  though — yet,  if — then,  whether — or,  so — as,  such — as, 
such — that,  7iot  only — but  also. 

44.  Exercise. — 1.  Write  five  sentences  each  consisting  of  clauses 
connected  by  coordinating  conjunctions. 

2.  Write  five  sentences  each  containing  one  or  more  subordinating 
conjunctions. 

3.  Unite  the  following  separate  statements  by  means  of  (1)  coordi- 
nating conjunctions;  (2)  subordinating  conjunctions: 

(a)    The  earth  is  round.     Men  have  sailed  around  it. 

{b)  The  ship  sailed  around  Cape  Horn.  It  entered  the  Pacific 
Ocean. 

(r)  John  went  fishing.  He  had  been  sent  to  school.  He  was  pun- 
ished. 
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(//)  A  fox  saw  a  crv^w  \v.:*>  a  v'>xv  v>:  r.^oai.  He  asked  the  crow  :o 
sing  one  of  his  Ix^autiiul  >vvv*:>i.      l\;c  -v^^'s  object  was  to  get  the  meat. 

(f')  Jane  preparvnl  tVr  >ct^v:  M^ry  was!ieil  the  dishes.  Mar>- 
swept  the  tloor. 

4.  Use  the  following  wvrvts  as  s'.:lvr\*.i mating  eonjunctions:  pra- 
X'/fftuf,  so,  lis.  Mil//. /*€»r,  K\.tus,\  ,':,/r'/,  .v;*p,.\  ./'/r^r,  ".chile,  though. 

5,  Write  sentences  ciMUaining  the  follvnving  words  as  adverbs;  then 
write  other  sentences  ev>niaiiung  the  Siur.c  wv>rds  as  eonjunctions: 
before,  since,  so,  ho'.c,  only,  but,  x^hetw  ;»■/;,•/;/,-,  hence,  then. 

45.  ExKRcisK.— Mention  the  cimjunctions  in  tlie  following,  and 
tell  what  elements  they  connect : 

1.  I  shall  never  forget  as  long  as  I  live  the  kK>k  of  despair  that 
came  into  his  face. 

2.  Since  he  gives  so  good  an  account  of  the  matter,  it  is  perliaps. 
safe  to  trust  him. 

8.  Let  him  have  the  goods  if  he  can  give  good  and  satisfactory 
security  that  he  will  pay  the  bill  when  it  becomes  due. 

4.  He  has  talent  and  industry;  therefore,  he  will  succeed  even 
where  his  predecessor  failed. 

5.  Yet  Ernest  had  had  no  teacher  save  only  that  the  (ircat  Stone 
Face  became  one  to  him.   (Save  is  a  preposition  having  a  clause  object. 
This  clause  has  only  as  a  modifier.) 

6.  So  the  people  ceased  to  honor  him  while  he  lived,  and  quietly 
consigned  him  to  forgetful ncss  after  he  died. 

7.  Creation  was  not  finished  till  the  poet  came  to  interpret  and  so 
finish  it. 

8.  ''The  tent  is  mine,"  said  Yussouf,  "but  no  more 
Thau  it  is  GotVs;  come  in  and  be  at  rest." 


9L  For  time  at  last  sets  all  things  even — 

And  if  we  do  but  watcli  tlic  hour 
There  never  yet  was  human  power 

Which  could  evade,  if  unforgivcn, 
The  patient  search  and  vigil  long 

Of  him  who  treasures  up  a  wrong. 

10.  And  besides,  there  were  pear  trees  that  llun>^  down  bushels 
uix>n  bushels  of  heavy  jwars;  and  peach  trees,  wliich  in  a  g(M)d  year 
tonnentevl  me  with  peaches,  neither  to  be  eaten  nor  kei)t,  nor,  without 
labor  .lUvl  i>er[»lexity,  to  Ik*  given  away. 

-46*     l\ii>iln4r    the  I'oiiJ unction.— The   conjunction    is 

l\t:"scJ  by  slating: 
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1,  That  it  is  a  conjunction.  This  should  be  followed  by 
mentioning  whether  it  is  coordinating  or  subordinating. 

2.  W/iat  i!  connects.  If  it  is  subordinating,  the  student 
should  tell  which  is  the  modifying,  and  which  the  modified, 
element. 

If  the  connective  is  a  conjunctive  adverb,  it  not  only  intro- 
duces a  modifying  clause,  but  modifies  the  meaning  of  the 
verb  in  this  clause.     These  particulars  should  all  be  stated. 

47.     Complex     and      Compound      Senteni-es.— It    is 

important  to  distinguish  between  coordinating  and  subordi- 
nating conjunctions,  for  it  is  the  connective  that  determines 
whether  a  sentence  is  complex  or  compound.  Coordinating 
conjunctions  connect  elements  of  equal  rank,  and  when  these 
elements  are  clauses,  the  restflting  sentence  is  compound. 
If,  however,  there  is  only  one  leading  clause  and  one  or 
more  subordinate  clauses,  the  sentence  is  complex. 

It  is  important  to  observe  that  subordinate  clauses  maybe 
connected  by  coordinating  conjunctions.  This  is  illustrated 
in  the  following  sentences: 

When  the  night  ta  dark  and  the  air  is  biting  cold,  as  well  as 
when  the  moon  is  shining  and  the  air  pleasant,  we  must  set  out  upon 
our  regular  trip. 

If  he  has  the  money  and  can  sparo  it,  he  will  certainly  pay  you. 

Any  connective  that  has  a  strong  adverbial  or  pronominal 
value  must,  in  consequence,  be  a  suboi"dinating  connective 
when  used  to  connect  clauses. 


TABLE    OP   THE    CONJUNCTION. 


f  1,  Coordinate 


L  8.  Subordinate 


Copulative — And,  also,  likewise. 

Alternatiirf — Or.  nor.  either. 

Adversalii/c — But,  yet,  Still. 

//('a/zT'^^Consequently,  therefore, 
f  Place— \Vhi:re,  whence. 

Time — When,  as,  until,  since. 
(    Cfl«j^^Why,  wherefore,  because. 

Purfiase— That,  so  that,  in  order  that 
I,  Comparison — Than,  so — as. 
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TITK    INTKB-TECTION. 

48.  The  Interjection  Is  Tfot  a  Part  of  Speecli. — We 

have  seen  that  the  sentence  is  the  "  unit  of  thought,"  and 
that  it  is  composed  of  elements  each  having  some  part  or 
function  to  fill  in  the  sentence.  Such  words  are  called,  for 
that  reason,  parts  of  speech.  Now,  the  interjection  does  not 
have  such  a  work  to  do.  In  general,  it  docs  not  enter  the 
sentence,  but  stands  alone.  It  is  not  related  to  other  words 
— it  is  independent .  In  a  kind  of  way,  it  is  a  substitute  for 
an  entire  sentence.  The  interjection  is  not,  therefore,  a  part 
of  speech,  although  it  is  generally  so  regarded.  It  has  no 
inflections,  and  no  s^entential  function ;  hence,  in  parsing,  it 
is  sufficient  to  state  merely  that  it  is  an  interjection. 

49.  The  Use  of  the  Interjection. — Savages,  uncul- 
tured ixjople,  and  children  make  much  use  of  the  interjection. 
Strong  feeling  of  every  kind — -hatred,  jny,  fear,  anger— is 
characteristic  of  youth  and  of  others  lacking  in  culture.  As 
people  advance  in  refinement  and  education,  emotional 
expression  diminishes  in  intensity  and  frequency,  and  the 
expression  of  thought  becomes  more  formal  and  exact.  The 
interjection  is  never  found  in  scientific  and  other  works  in 
which  pure  thought,  exjjosition,  and  argument  are  the  chief 
requisites.  We  should  be  much  astonished  to  find  it  in  a 
legal  treatise,  or  in  the  charge  of  a  judge,  or  in  the  opinion 
of  a  physician.  Allied  to  the  use  of  the  interjection  is  the 
practice  oi  slang.  Most  people  of  refinement  object  to  slang, 
and  for  reasons  very  similar  to  those  that  are  given  above 
against  the  use  of  interjections. 

50.  The    Thought     Expressed  by    Interjections. — 

The  pure  interjection  is  almost  entirely  empty  of  meaning  in 
itself,  and  is  dependent  for  significance  ujron  the  tone  and 
the  circumstances  in  which  it  is  uttered.  For  example,  the 
interjection  oh,  which  is  fountl  in  nearly  all  languages,  may 
expressyo/or  jor/'oif,  ^wr/mt'oryl-ar,  or  almost  anycmotion, 
pleasurable  or  painful;  but  the  thought  to  be  inferred  must 
be  gathered  from  the  tones,  the  gestures,  and  the  manner  of 
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the  speaker,  as  well  as  from  the  occasion  upon  which  it  is 
used.     The  same  is  true  of  many  other  interjections. 

Many  words  regularly  used  in  sentences  as  parts  of  speech 
are  often  employed  as  interjections.   Some  examples  follow : 

Nouns. — Nonsense!   Folly !  Glory  I  Horror!  Shame!  Heavens! 

Adjectives. — Good!  Too  bad!  Sad!  Absurd!  Ridiculous! 
Excellent ! 

Verbs.— Hist!    Hush!    Hark!    Behold!    See!    Look!    Hail! 

Adverbs.— Well !    Indeed!     Why!     What!    How! 

Many  expressions  imitative  of  natural  soimds  are  used  as 
interjections;  as, 

Baa!  Bow-wow!  Whippoorwill !  Buss !  Bang!   Crash!  Pop! 

These  last  are  entirely  empty  of  meaning,  but  nearly  all 
interjections  made  of  the  regular  parts  of  speech  carry  with 
them  something  of  their  usual  meaning.  The  interjection  is 
commonly  the  most  significant  word  that  would  occur  in  a 
sentence  when  the  full  meaning  is  expressed.  In  the  case 
of  those  derived  from  verbs  it  is  often  better  to  regard  them 
as  verbs. 

51,  Exclamatory  Phrases. — Interjections  often  con- 
sist of  several  words  in  combination,  but  always  without  full 
sentential  structure.  Such  expressions  are  parsed  simply  as 
interjections.     Some  examples  are: 

O  dear  me  !  Poor  fellow  !  A  las  the  day  !  O  Rome!  O  King,  live 
forever  !    How  sad  ! 

In  parsing  an  ordinary  interjection,  it  is  enough  to  state 
that  it  is  an  interjection,  and  that  it  is  independent  in  con- 
struction. If  it  is  clearly  significant  of  a  definite  meaning, 
the  student  should  mention  the  fact,  and  give  a  sentence 
expressing  this  meaning. 

53,  Exclamatory  Series. — A  gradual  increase  or  dim- 
inution of  feeling  may  be  indicated  by  a  series  of  interjec- 
tions, each  successive  one  having  after  it  one  more  or  one 
less  exclamation  mark  than  the  preceding. 

Thieves!     Police!!     Help!!!    Murder!!!! 

"Oh!    Oh!!    Oh!!!    Ah!!    Ah-h-h !  "—41ie  tooth  WM  oat 


Punctuation  and  Capitalization. 


PUNCTUATION. 


GENERAIi   CONSIDERATIONS. 

1,  Punctuation. — Punctuation  (Latin,  punctum^  **a 
point  *')  is  the  division  of  written  or  printed  matter  by  sig- 
nificant marks  or  points  to  indicate  the  connection  and 
dependence  of  its  parts.  The  chief  purpose  of  punctuation 
is  to  render  clearer  and  more  definite  the  meaning  to  be  con- 
veyed. The  system  of  punctuation  in  use  at  the  present 
time  was  entirely  unknown  to  the  ancients.  An  imperfect 
scheme  devised  by  Aristophanes,  a  grammarian  of  Alexandria, 
is  said  to  have  been  introduced  among  the  Greeks  a  little  more 
than  two  centuries  before  Christ.  No  improvement  upon  this 
was  made  until  the  year  1500,  when  Aldus  Manutius,  a  learned 
printer  of  Venice,  perfected  our  present  system  and  exempli- 
fied it  in  the  celebrated  and  beautiful  *'Aldine"  edition  of 
the  Greek  and  Latin  classics. 


DmSIONS  OF  THE  SUBJECT. 

3,  Considered  with  respect  to  use  or  purpose,  punctua- 
tion may  be  logical,  rhetorical,  grammatical,  etymological, 
and  for  emphasis  and  reference. 

3,  liOgrlcal  Punctuation. — In  a  printed  or  written  doc- 
imient  of  any  kind,  those  elements  that  serve  to  connect  its 
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a  quotation,  or  a  mere  parenthesis,  is  also  a  rhetorical  fact, 
and  the  punctuation  necessary  is  for  that  reason  rhetorical, 

5.  Grammatical  Punetuatloii. — The  flow  of  thought 
in  language  is  not  uniform  and  unbroken;  if  it  were  so, 
punctuation  within  the  body  of  a  sentence  would  be  unneces- 
sary. As  explained  above,  logical  and  rhetorical  elements 
are  constantly  introduced  into  sentences  in  such  manner  as 
to  break  their  continuity,  and  these  stand  related  to  other 
elements  in  diiTerent  degrees  of  remoteness.  Among  gram- 
matical elements  also,  there  are  interruptions  of  continuity. 
Words,  phrases,  and  clauses  do  not  unite  their  meanings  in 
regular,  uniform  sequence;  but  breaks  of  unequal  lengths 
occur  after  long  and  short  intervals.  Now,  the  only  method 
of  indicating  such  breaks  is  to  punctuate;  and.  on  account  of 
the  great  variety  of  these  interruptions,  punctuation  is  a 
matter  requiring  the  nicest  judgment. 

6.  Etj-mo logical  Punctuation. — Besides  the  punctua- 
tion of  sentences  for  logical,  rhetorical,  and  grammatical  rea- 
sons, words  and  letters,  considered  as  such,  often  require  to  be 
marked  or  punctuated.  Thus,  the  fact  that  a  word  is  com- 
pound, abbreviated,  or  contracted;  that  it  is  grammatically 
inflected,  is  composed  of  separate  syllables,  or  that  certain 
vowels  do  not  form  diphthongs;  that  certain  syllables  havea 
particular  pronunciation,  accent,  or  quantity,  or  a  letter  has 
some  definite  vocal  value:  those  and  other  facts  are  shown 
,by  marks  within  or  about  separate  words.     Such  punctuation 

etymological,  since  it  aids  in  fixing  more  exactly  the  true  or 
t  meaning  of  words  {irv^fAoyia^  etymologia,  "the  true 
sense  of  a  word  as  determined  by  its  origin").  The  diacritical 
marks  of  the  dictionaries  are  almost  all  used  for  etymological 
punctuation;  and,  since  scientific  uniformity  and  exactness 
have  been  nearly  or  quite  attained  in  the  use  of  these  marks, 
the  subject  requires  very  little  attention  in  a  work  on  general 
punctuation. 

*?.     Punctuation  for   Kmphnsis   anil    Reference.^ A 

:at  variety  of  marks  are  used  for  miscellaneous  purposes. 

'hese   purposes   are   so  numerous   and  varied   as  not  to 
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admit  of  accurate  classification;  but  nearly  all  of  them 
serve  for  emphasis,  or  to  refer  the  reader  to  something  else 
in  the  composition.  A  few  of  them  might  be  included 
under  logical  punctuation;  as,  the  paragraph  {^)  and  the 
section  (g),  when  used  to  mark  divisions.  Others  again  are 
rhetorical ;  as,  the  qufstion  mark  when  placed  in  marks  of 
parenthesis  to  express  doubt  or  incredulity,  and  the  exclama- 
tion mark  when  employed  to  denote  that  something  is  sur- 
prising or  absurd.  The  rules  and  methods  that  regulate  the 
use  of  these  marks  are  so  definite  and  well  known  that,  like 
those  relating  to  etymological  punctuation,  they  may  be 
omitted  from  this  treatise. 


CLAIitSIFirATION  OF  THK  POINTS. 

8.  Oram  mat  iful  punctuation  employs  the  following 
marks: 

1.  Comma  (,)  3.     Colon  (:) 

2.  Semicolon  {;)  4.     Period  [.) 

0.     Uash  (-) 

9.  I^^ical  and  rhetorical  punctuation  require  the 
five  marks  given  above,  besides  the  followingr 

1.  Interrogation  (?)  :i.     Marks  of  Quotation 

('■■•)  ore-) 

2.  Exclamation  (!)  4.     Marks  of  Parenthesis  {) 

n.      Brackets  [  ] 

10.  T;tjTnolon:U-al  punctuation  is  indicated  in  general 
by  the  following  marks: 

1.  Caret  {^)  3.      Apostrophe  {•) 

2.  Hjplien  (-)  or  {  =  )        4.     Accents  p).  ('),  and  (*) 
5.     Quantity  Marks:  (a)  Macron  (~) ;  (/')  Breve  (^) 

i>.     Dicresis  (■) 

11.  Punctuation  for  reference  employs  many  marks 
besides  letters  and  figures.  The  principal  characters  that 
have  names  are  the  following ; 
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1.  Asrensk{*)  5.  Parallel  (\) 

2.  Aster  ism  (^%)  or  (%♦)  6.  Inelex  or  ''Fist''  ( 

3.  Paragraph  (* )  7.  Dagger  (f) 

4.  Section  (g)    .  8.  Double  Dagger  (J) 

12.  Technical  3Iarks. — The  marks  mentioned  above 
are  of  general  use — they  may  be  employed  in  written  or 
printed  matter  relating  to  any  subject  whatever.  But 
besides  these,  each  art  and  science  has  its  system  of  special 
marks,  generally  for  the  purpose  of  abbreviation.  Thus, 
astronomy  employs  a  large  number;  mathematics,  chemistr>% 
botany,  music,  and  many  other  subjects  would  be  almost 
impossible  of  satisfactory  exposition  without  the  help  of 
arbitrary  symbols.  These  symbols  must  perhaps  be  regarded 
as  belonging  to  the  general  subject  of  punctuation,  but 
such  as  pertain  to  sj>ecial  arts  and  sciences  should  be  studied 
in  connection  with  those  subjects.  It  is  only  punctuation  of 
general  application  and  utility  that  will  be  considered  in 
this  treatise. 

13.  Tivste  and  Ju<lgrnient  in  Punctuation. — It  must 
not  be  assumed  that  punctuation  has  been  reduced  to  an 
exact  science.  No  two  writers  or  printers  could  be  found 
that  would  punctuate  a  long  paragraph,  much  less  a  maga- 
zine article  or  a  book,  in  exactly  the  same  way. 

The  varieties  possible  in  sentence  structure  and  in  style  are 
practically  endless,  and  each  person  will  interpret  expressed 
thought  a  little  differently  from  every  other  person.  What 
to  one  p>erson  seems  important  or  emphatic,  will  usually 
strike  another  person  differently.  These  differences  in 
interpretation  inevitably  lead  to  differences  in  what  is  con- 
ceived to  be  the  appropriate  or  necessary  punctuation. 
Hence,  taste  and  judgment  will  determine  in  large  ^measure 
the  excellence  and  consistency  of  each  person'syjiractice  of 
this  art.  It  is  clear  therefore  that  no  system  of^rules  alone, 
however  elaborate  and  precise,  can  be  applied  with  imiform- 
ity  or  produce  equally  good  results.  Even  a  taste  that  has 
been  informed  by  wide  reading,  close  observation,  and  much 
reflection,  must  be  aided  by  exact  grammatical  knowledge 
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and  by  a  quick  and  accurate  sense  of  logical  relation  and 
arrangement.  So  important  in  this  art  are  grammatical 
teniis  and  principles,  that  a  few  of  them  will  now  be  briefly 
explained  and  illustrated. 
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GRAMMAR   IN   PUNCTUATION. 

14.  Sentential    Elements. — Sentences  are    primarily 
made  up  of  single  words.     When,  however,  these  separate  ! 
elements  are  carefully  considered  with  respect  to  the  woiiil 
they  do,  it  is  at  once  seen  that  they  do  not  always  enter  the-1 
sentence  as  individual  words  each  representing  a  separate  f 
idea;  on  the  contrary,  they  often  occur  in  groups  of  closely. i 
related  words  that  must  be  taken  together  as  signs  of  com- 
pound ideas.     Each  group  has  a  function— does  a  work — M 
exactly  similar  to  that  done  by  single  words.     These  grou{f 
elements  are  of  two  kiads;  fi/irasis  and  dausfS. 

15.  Phnises  and  Clauses. — A  phrase  is  a  group  ( 
words  having  a  single  function,  but  not  expressing  a  com 
plete  thought.     The  following  are  some  examples: 

In  the  spring,  by  the  river,  in  fact,  side  by  side,  seeing  the  multi-'B 
tude,  without  hesitation,  having  been  accused. 

The  tise  of  phrases  in  sentences  is  commonly  either  adjec- 
tival or  adverbial.  Their  fimctions  are  to  modify, 
restrict,  the  meaning  of  nouns  and  pronouns  and  other 
of  speech.  To  show  their  functional  unity  and  to  sep 
them  from  neighboring  elements  the  meaning  of  which  they 
might  otherwise  improperly  modify,  it  is  often  necessary  to 
set  them  oiT  by  punctuation. 

A  clause  is  one  of  two  or  more  sentential  elements, 
expressing  not  a  mere  compound  idea,  but  a  complete  thought  'ft 
it  must  therefore  contain  a  finite  verb,  and  when  separated 
from  the  rest  of  the  sentence  in  which  it  is  used,  it  must  say 
something  completely.  A  sentence  may  consist  of  several 
such  clause  elements  united  by  connectives. 


eadt^H 


bucii  Clause  elements  united  oy  connccrives.  ^^^m 

The  sun  came  out  again  wien  the  rain  ceased.  ^^^^^ 

Kach  man  must  expect  to  reap  what  he  sows.  ^^^^^^H 

\  m 
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16.  Three  Important  Principles . — Whether  or  not  a 

word,  a  phrase,  or  a  clause  should  be  separated  by  punc- 
tuation from  other  elements,  depends  largely  on  three 
circumstances ; 

1.  Its  Length. — The  longer  a  sentential  element,  the  more 
likely  is  it  lo  require  separation  by  pnnclualion. 

1.  Its  Connection. — The  need  for  punctuating  an  demevt 
increases  with  the  remoteness  of  its  connection  -with  other  ele- 
ments. 

3.  Its  Position. ^-Whcn  a  word  or  a  longer  expression  is 
removed  from  the  place  in  which  the  natural  and  orderly  floiu 
of  the  thought  requires  it  to  be,  it  should  usually  be  set  off  by 
some  kind  of  punctuation.  This  transposition  is  usually  for 
the  purpose  of  emphasis,  or  it  is  the  result  of  interniption 
or  afterthought. 

Frequently,  but  not  always,  arc  the  wicked  punished  in  this  life. 

This  sentence,  reg:ularly  arranged,  would  require  no 
punctuation. 

The  wicked  are  frequently  but  not  always  punished  in  this  life. 

17.  A  General  liiile. — The  modem  tendency  is  towards 
the  avoidance  of  unnecessary  punctuation.  Many  |>crsons 
get  into  the  practice  of  ptitting  in  some  kind  of  mark  wher- 
ever it  appears  that  a  pause  would  be  necessary  in  reading. 
This  is  all  wrong.  Such  punctuation  renders  grammatical 
punctuation  impossible. 

Others,  again,  always  set  off  their  hoxo,  lohen.  and  where 

i   clauses.     This  is  very  frequently  unnecessary.    Even  those 

clauses  that   begin   with   such   conjunctions  as  if,    unless, 

,   except,   although,   because,  etc.   should  not  be  separated  by 

.  punctuation  unless  for  reasons  that  are  very  obvious.     The 

inexperienced  writer  may  safely  observe  the  following: 

I'unctuate  too  little  rather  thetn  too  much.  When  to 
punctuate  does  not  render  the  meaning  plainer  or  effect  some 
definite  advantage,  do  not  punctuate. 

IS.     OrijEin  of  the  Marks  orPiinctiiatlon, — The  names 
|.of  most  of  the  marks  used  for  grammatical  punctuation  were 
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borrowed  from  the  names  of  the  sentential  elements  set  off 
by  them. 

1.  The  period  {neplodog,  periodos^  '*a  way  around") 
marked  a  complete  circuit  of  words — an  entire  sentence. 
The  picture  in  the  word  is  the  circular  track  of  a  race  course. 

2.  The  colon  (icwAov,  kolon^  **a  limb,"  **half  of  a  race 
course  ")  was  one  of  two  main  divisions  of  a  long  compound 
sentence.  From  the  part  or  division  the  name  was  trans- 
ferred to  the  mark  used  in  indicating  the  divisions. 

3.  Strictly,  the  semicolon  should  be  used  in  separating 
a  sentence  into  fourths;  but,  for  obvious  reasons,  no  such 
limitation  is  possible.  It  indicates  a  degree  of  separation 
next  less  than  that  made  by  the  colon;  but  only  in  name,  not 
in  reality,  is  it  a  half -colon, 

4.  The  comma  {icdfifia,  komma^  ''a  segment";  cdTrratv, 
kopuin^  *'  to  cut ")  denotes  the  shortest  separation  in  ideas  or 
construction  between  written  or  printed  sentential  elements. 

5.  The  mark  of  Interrog^atlon  is  said  to  have  been 
made  from  the  initial  and  final  letters  of  the  Latin  word 
Questio^  the  Q  being  written  above  the  o\  thus,  §. 

6.  The  mark  of  exclamation  is  believed  to  have  been 
formed  from  the  letters  of  the  Latin  interjection  io^  express- 
ing  joy;  thus,  J. 


RULES  FOR  PUXCTUATION. 

19.  Insiifllcloucy  of  Ilules. — No  code  of  rules  for 
punctuation  can  be  devised  that  will  provide  for  every  pos- 
sible sentence  form,  for  the  number  of  these  is  practically 
infinite.  Much  must  be  left  to  the  jiidi^finent,  taste,  and 
intention  of  the  writer.  It  may  be  taken  as  a  general  prin- 
ciple that  the  objects  of  punctuation  are  to  aid  in  bring- 
ing out  the  exact  meaning  of  the  writer,  and  to  prevent 
ambiguity.  There  should  not  be  more  punetuation  than  is 
required  for  the  first,  or  less  than  will  accomplish  the  second. 

The  following  rules  will  be  found  to  cover  all  the  cases 
that  have  been  determined  by  the  general  practice  of  the 
best  authorities.    - 
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THE    COMMA. 

30,  General  Principles. — The  comma  is  used  more 
frequently  than  any  other  mark  of  punctuation;  but,  almost 
without  exception,  these  various  uses  may  be  included  under 
one  of  the  three  following  heads  : 

1.  The  Interpolation  of  Elements. — The  flow  of  thought 
in  language  is  not  uniform  and  unbroken  like  the  current  of 
a  deep  river;  it  is  more  like  that  of  a  stream  filled  with 
obstructions.  These  obstructions  to  the  flow  of  the  sentence 
are  indicated  by  punctuation.  When  an  element  not  really 
necessary  to  the  thought  is  introduced  in  such  way  as  to 
break  the  continuity,  it  is  commonly  set  off  by  commas. 

2.  The  Ellipsis  of  Elements,  — I  n  the  expression  of  thought, 
elements  are  often  so  clearly  implied  that  they  need  not  be 
repeated.  This  is  particularly  the  case  with  the  verb^ 
though  the  ellipsis  of  other  parts  of  speech,  as  for  example 
the  conjunction^  is  very  common.  These  ellipses  are  usually 
marked  by  commas. 

3.  The  Transposition  of  Elements, — Usage  has  established 
certain  positions  for  the  various  sentential  elements,  which 
are  often  put  in  other  places,  generally  for  emphasis  or 
euphony;  and  since  in  their  unusual  positions  they  obstruct 
in  some  measure  the  flow  of  thought,  the  fact  must  often  be 
marked  by  punctuation. 


RULE  I. 

3 1 .  IiO|?ieal  Elements. — Logical  connective  and  transi- 
tional elements^  if  the  interruption  from  their  use  is  very 
marked^  should  be  set  off  by  commas. 

Besides,  he  is  our  father ;  therefore,  we  should  show  him  re.spect 
Moreover,  the  white  man  was  the  aggressor. 

33,  Although  these  elements,  being  in  the  nature  of 
modal  adverbs  (adverbs  that  modify  entire  sentences),  may 
be  placed  almost  anywhere  in  a  sentence  or  a  clause,  their 
usual  place  when  truly  parenthetical  is  at  the  beginning.    If 
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they  occur  near  an  element  the  meaning  of  which  they  miiy 
be  conceived  as  modifying,  they  lose  their  logical  value,  take 
on  mere  grammatical  function,  and  require  no  punctuation. 

Besides,  he  is  our  father;  we  should  thertjore  show  him  respect. 
Finally,  he  wns  successful.     He  ■wa.f.  finally  successfuL 
Htrwtvtr,  we  are  extremely  sorry.     Howe-otr  sorry  wc  may  be,  is 
of  no  uvuil  now. 

'i'A,     The  following  are  in  common  use  as  logical  paren- 
thetical elements; 


besides 

secondly 

in  fact 

again 

wherefore 

in  fine 

therefore 

cwnseqiientiy 

in  couclusioD 

further 

after  alt 

fiuully 

accordingly 

as  stated 

first 

however 

continuing 

Rtll^  II. 

34.  Rhetorical  VAvra^wX^.— Rhetoruat  elements  that 
are  parenthetical  should  generally  be  set  off  by  c 

Asmrcitly.  Hums  wasi  a  poet  of  riMl  ^ci 
Well,  honor  is  the  subject  of  my  story. 
Nay,  now,  you  do  not  really  believe  sue 

These  words,  assuredly,  well,  nay,  and  n<nv,  are  modal 
adverbs.  Each  modifies  the  meaning  of  the  entire  sentence  in 
which  it  is  used,  and  their  functions  arc  distinctly  rhetorical, 

25.  When  rhetorical  elements  stand  at  the  beginning  of 
a  s-entcncc  or  a  clause,  the  rule  ref|iiiring  them  to  be  punc- 
tiialcd  must  gcnenilly  Ix;  observed  ;  in  other  positions, 
hnwever,  they  usually  lusc  in  some  measure  their  rhetorical 
value  and  !x;coiiie  ordinary  modifiers  retjuinng  no  pimctu- 
ation.  This  is  especially  the  case  when  they  stand  near  a 
vtrb  or  other  clement  the  meaning  of  which  they  are  capa- 
ble of  modifying. 

Surely,  a  duy  of  retribution  will  come.  A  dav  of  retribution  will 
surely  come. 

//(  reality,  no  such  creature  as  a  draj);""  c\cr  ^^;ist»;d.  No  such 
s  a  dragon  ever  existed  in  reality. 
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26,     The  following  arc  examples  of  elements  that  are 
usually  set  off  by  commas  when  used  with  rhetorical  value: 


ay 

really 

verily 

in  a  manner 

yes 

clearly 

truly 

as  it  were 

no 

briefly 

forsooth 

so  to  speak 

may 

surely 

honestly 

so  to  say 

now 

indeed 

to  be  sure 

no  doubt 

well 

certainly 

you  see 

to  be  candid 

then 

assuredly 

in  a  word 

in  passing 

so 

obviously 

in  reply 

to  resume 

pray 

manifestly 

you  know 

to  be  frank 

37.  When  two  or  more  rhetorical  elements  are  used 
together  in  close  connection  they  are  usually  not  separated 
from  one  another  by  punctuation. 

Really  then,  I  am  much  disappointed. 

When  therefore  a  new  edition  of  ray  ** Lectures"  became  necessary 
once  more,  I  insisted  on  the  destruction  of  the  old  plates. 

The  same  is  true  of  expressions  composed  of  logical, 
rhetorical,  and  grammatical  connectives.  But  when  one  of 
the  elements  is  ay,  yea^  ycSy  no^  or  nay^  it  is  set  off  by  a 
comma.  It  should  be  added,  however,  that  there  is  no 
uniformity  among  our  best  writers  in  pimctuating  such 
expressions.  It  is  closeness  of  connection  that  must  deter- 
mine the  punctuation  suitable  in  each  case;  ])rovidcd  always 
that  the  comma  should  be  omitted  i^jhen  it  does  not  elearly  aid 
in  expressing  the  t/iought  or  in  preventing  ambiguity. 

The  following  are  examples  of  such  combinations: 

and  then  yes,  indeed  surely  now  by  all  means,  then 

nay,  now  but  surely  truly  then  well,  at  any  rate 

well  then  briefly  then  frankly,  indeed  obviously,  therefore 

why  then  now  truly  so  that  now  though  certainly 

and  again  so  indeed  to  resume,  then  but  doubtless 

but  now  then  again  surely,  however  well  truly,  then 

Almost  any  of  these  combinations  may  sometimes  require 
an  intervening  comma  and  sometimes  not.  They  are  how- 
ever most  frequently  punctuated  as  indicated  above.  Of 
course  a  comma  is  almost  always  placed  after  the  last  word 
of  such  a  group. 
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38.  Parenthetical  elements  when  differently  used  gener- 
ally require  to  be  differently  punctuated.  The  following- 
examples  will  illustrate  this  principle : 

Weil  then,  I'll  go.  IVeii,  then  he  surrendered.  Well,  then,  no  more 
need  be  said. 

Nay,  now,  don't  be  cruel.     Nay,  now  he  sees  your  meaning. 

Though  certainly  honest,  he  was  unfortunate.  Though,  certainly 
we  must  all  die.     Though,  certainly,  if  need  should  be,  he  would  come. 


RULE   III. 

39.  Parenthetical  Grammatical  Elements. — Gram- 
matical elements  loosely  cotmected  are  visually  set  off  by 
commas^  especially  if  they  are  long  modifying  phrases  or 
clauses  not  directly  joined  to  the  expression  they  modify. 

The  ancients  accounted  a  man  wise,  if  he  was  not  too  wise. 
This  fact,  though  embarrassiftg,  is  unavoidable. 
Suppose,  for  example,  that  the  earth  were  flat. 

30.  Strictly  speaking,  every  term  or  expression  found 
between  the  extreme  words  of  a  sentence  is  parenthetical 
(** placed  within"  or  ** between").  But,  as  here  used,  the 
term  is  intended  to  include  only  such  elements  as  the 
following : 

1.  Modifying  elements^  although  indispensable  to  the 
expression  of  nice  distinctions  and  shades  of  thought,  are 
not  necessary  to  the  sentential  structure,  and  they  often 
break  in  a  marked  degree  the  uniform  flow  of  the  thought. 

The  boy,  when  school  time  catiic,  was  frcciueiitly  taken  suddenly  ill. 
It  is  said  that,  on  a  horroiccd  horse,  a  bcg^^ar  always  rides  very  fast. 

If  such  expressions  arc  placed  so  as  not  to  interrupt,  punc- 
tuation is  not  required. 

When  school  time  came  the  lx)y  was  freciuenUy  taken  suddenly  ill. 
The  boy  was  frequently  taken  suddenly  ill  r.'/r//  si  Iwol  iime  came. 
It  is  said  that  a  beggar  on  a  borrowed  horse  alw  ays  rides  very  fast. 

2.  Elements  introduced  in  the  way  of  explanation  or  after- 
thought. 

The  sweet  violet,  hardy  here  but  tender  nor t Jr..' aid,  is  a  native  of 
Europe. 

The  moon  seems,  to  me  at  least,  more  beauiitul  than  the  sun. 
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RULE  IV. 

31.  Transposed  Expressions. — Elements  that  for  em- 
pJiasis  or  any  other  reason  are  placed  out  of  their  natural  or 
usual  order  are  usually  set  off  by  contfnas. 

Respectfully,  we  insisted  upon  our  rights. 

To  the  man  thoroughly  honest,  stringent  conditions  are  easy. 

32.  Transposed  elements  should  always  be  set  off  by 
commas  under  the  following  circumstances : 

1.  When  the  transposition  brings  together  the  same  parts 
of  speech. 

In  dealing  with  the  foolish,  wise  men  rarely  act  with  wisdom. 
Towards  women,  men  are  generally  considerate. 
What  we  did  not  have,  gave  us  more  trouble  than  what  we  had. 
When  one  deal^  with  you^  you  are  not  always  just 

2.  When  the  transposition  brings  together  a  noun  and  an 
adjective^  or  an  adverb  and  a  verb  or  participle^  or  any  ele- 
ment and  a  modifier  suited  to  it;  but  really  relating  to  some 
other  element. 

Where  the  current  was  swift,  boats  were  towed  by  horses. 

On  stormy  days,  cheerful  books  entertained  us. 

When  the  snow  disappeared,  soon  came  the  birds  again. 

While  he  slept,  there  came  an  enemy. 

They  rubbed  their  stomachs,  with  howls  of  agony  =  With  howls  of 
agony  they  rubbed  their  stomachs. 

We  saw  some  boys,  wandering  along  the  street  =  We,  wandering 
along  the  street,  saw  some  boys. 

In  cases  like  the  last  two  the  meaning  is  better  expressed 
by  careful  arrangement  than  by  punctuation. 

3.  When  the  transposed  element  is  long,  or  when  it  con- 
tains a  restrictive  clause  element. 

That  Bacon  and  not  Shakespeare  wrote  that  wonderful  tragedy,  he 
firmly  believed. 

By  forgetting  injuries  that  may  be  inflicted  upon  us  by  the  malice 
of  others,  we  declare  our  own  nobility  of  character. 

33.  The  comma  should  be  omitted  in  the  following 
cases: 

1.     When  the  main  part  of  the  sentence  begins  with  a  verb, 
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or  when  it  contains  a  verb  the  object  of  which  is  in  the  trans- 
posed part. 

On  the  shore  of  the  loud-sounding  sea  stood  the  home  of  the  old 
fisherman. 

Many  of  the  plays  that  Shakespeare  wrote  we  read  during  the  idle 
days  of  vacation. 

2.  When  the  transposed  portion  begins  with  a  preposition 
dependent  on  some  word  in  the  other  part. 

In  the  poetry  of  Homer  he  felt  no  interest. 

Of  the  money  received  for  our  labor  we  had  no  difficulty  in  dispo- 
sing, 

3.  When  the  transposed  portion  begins  with  //  is  or  with 
only. 

It  is  generally  when  success  is  merited  that  it  is  achieved. 
Only  when  the  birds  return  from  the  South  is  it  certain  that  spring 
has  begun. 

4.  When  no  ambiguity  would  follow  the  omission  of  the 
comma. 

In  the  following  sentences  the  comma  must  be  inserted 
to  express  the  meaning  intended : 

In  everything,  honorable  men  consider  honor. 

By  all  these,  different  creeds  were  held. 

Every  moment,  neglected  opportunities  were  recalled. 


UlLE   V. 

34.  Dependent  Clausos.  —  Dcpcmicnt  clauses,  unless 
the  connect  ion  is  close,  sJioiild  be  set  off  hv  commas. 

Although  the  planet  Venus  closely  rc^cmblos  the  earth,  it  may  l>e 
without  inhabitants. 

If  you  would  succeed  in  the  thing  that  you  uiukrtakc,  you  must  give 
it  close  attention. 

Until  the  preliminaries  have  all  been  scttlcil  by  I  he  interested  parties, 
nothing  can  be  done. 

35.  Dependent  clauses  are,  as  a  rule,  ])iinctuated  only 
when  they  are  transposed.  The  examples  just  <^iven  illus- 
trate this. 

Nothing  can  be  done  until  the  preliminaries  iiuvc  all  been  settled  by 
the  interested  parties. 
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36,  Clauses  denoting  timey  place^  or  manner^  unless  trans- 
posed and  long,  or  very  loosely  connected,  need  not  be  set 
off  by  commas.  Such  clauses  begin  with  when^  where^  how^ 
until^  before,  after^  etc. 

37,  Clauses  introduced  by  than^  as,  and  so  tliat  are  not 
punctuated  unless  they  are  out  of  their  natural  and  usual 
place. 

You  should  always  do  as  you  are  told  =  As  you  are  told,  you  should 
always  do. 

He  is  in  reality  no  wiser  or  better  than  he  should  be  =  No  wiser  or 
better  than  he  should  be,  is  he  in  reality. 


11UL.B  VI. 

38.  Relative  Clauses. —  When  not  restrictivey  relative 
clauses  should  be  set  off  by  commas. 

This  state,  which  was  named  after  Queen  Elizabeth,  was  settled  in 
1607. 

The  members,  who  were  much  dissatisfied,  left  the  church. 
Homer,  who  is  said  to  have  composed  the  Iliad,  was  blind. 

The  function  of  a  restrictive  clause  is  merely  to  modify; 
that  of  a  relative  clause  is  to  explain  or  to  add  some  circum- 
stance  or  afterthought, 

39.  Restrictive  relative  clauses  are  preferably  intro- 
duced by  that.  When  ivho  and  zvhich  arc  used  for  this 
purpose,  ambiguity  is  likely  to  result. 

The  train  that  leaves  in  the  morning  is  very  fast  =  The  outgoing 
morning  train  is  very  fast  (restrictive  clause,  complex  sentence). 

The  train,  which  leaves  in  the  morning,  is  an  express  =  The  train 
is  an  express  and  it  leaves  in  the  morning  (coordinate  clause,  com- 
pound sentence). 

The  soldier  that  disobeyed  orders  was  arrested  =  The  disobedient 
soldier  was  arrested  (clause  an  adjective  in  function,  sentence  complex). 

The  soldier,  who  disobeyed  orders,  was  arrested  =  The  soldier  was 
arrested,/(t7r  ^^  disobeyed  orders  (the  soldier  =  some  particular  soldier 
before  referred  to). 

40.  A  restrictive  relative  clause  that  modifies  each  item 
in  a  series  should  be  set  off  by  commas. 
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Books,  papers,  and  magazines,  that  had  not  been  read,  littered  the 
floor  =   Unread  books,  papers,  and  magazines  littered  the  floor. 

In  the  first  form  of  the  sentence  the  comma  would  often 
be  omitted  after  viagazines^  but  the  result  is  always  ambi- 
guity. The  meaning  then  is  that  only  the  magazini^s  had 
not  been  read 

41.  When  relative  clauses,  whether  restrictive  or  coordi- 
nate, are  broken  by  parenthetical  elements,  they  are  punctu- 
ated as  follows: 

Restrictive, — He  is  the  best  man  that^  under  the  circumstances, 
could  be  found. 

Coordinate. — A  caller,  luho,  I  think,  is  an  old  friend  of  yours  ^  is  in 
the  parlor. 

The  same  distinction  should  be  observed  in  punctuating 
clauses  introduced  by  ^i'/iosc^  by  whom  or  ivhich^  and  by 
ivhosc  following  a  preposition. 

The  President,  to  whom  I  am  much  indebted^  passed  a  moment  ago. 
A  man  by  whose  experience  we  might  profit  cannot  be  found. 

The  first  clause  is  coordinate^  the  second  is  restrictive. 


lU  l.K   VIT. 

4'i.     Apposition.— /:A;//i7//.y   /;/  apposition^   unless  short 
and  closely  connected,  are  set  off  by  commas. 

Milton,  tlie  Ilonwr  of  KiiKliuul.  was  blind. 
fohn  the  ei'anj^elist  was  the  beloved  disciple. 
fohn,  the  beloved  disciple,  wrote  the  Revelation. 

43.     When  the  less  s]x.'cific  appositive  precedes  and  is 
used  like  an  attributive  adjective,  punctuation  is  omitted. 

The  great  orator  Cicero  was  slain  at  the  instance  of  Qscsvlvs friend 
Antonv. 

If,  however,  the  appositives  arc  separated  by  intervening 
elements,  punctuation  is  rcciuired. 

The  j2freat  orixtor  of   Rome,   Cicero,   was  less  elociuent  than  he  of 
Athens,  Deinosthena. 


§  20    PUNCTUATION  AND  CAPITALIZATION.        17 

44,  When  the  more  general  element  of  compound  names 
precedes,  punctuation  is  required,  except  in  the  case  of 
scientific  names. 

Smith,  Geo.  W.        Lilium  auratum.     Cams  familiar  is, 

46,  A  pronoun  used  in  the  manner  of  an  adjective  before 
a  noun  is  not  separated  from  it  by  punctuation ;  but,  when 
used  like  a  noun  in  apposition,  punctuation  is  required.  The 
former  use  is  called  adjunctive  or  attributive^  and  the  latter 
appositive. 

You  men  are  more  vain  than  ive  women.     Ye  men  of  Athens. 
We  old  soldiers  are  now  of  but  little  use  to  the  country.    They  showed 
him^  a  senator^  the  door. 

You^  boys;  I  mean  you.    And  thus  to  me,  an  old  Castilian,  he  spoke. 

46,  The  adjunctive  use  of  a  noun  is  distinguished  from 
its  appositive  use  by  punctuation. 

One  son,  John,  went  to  the  Klondike  ;  another  son,  William,  was 
killed  in  Cuba  (appositive). 

My  son  John  is  dead,  and  my  daughter  Mary  is  married  (adjunctive). 

47,  Adjectives  are  distinguished  as  adjunctive  or  apposi- 
tive by  means  of  punctuation. 

It  was  a  horrible  night,  stormy,  tempestuous,  when  we  set  out  for 
home  (appositive). 

One  dark^  stormy,  and  tempestuous    night  we  set  out  for  home 

(adjunctive). 

If  an  adjective  used  appositively  is  uncmphatic,  the  punc- 
tuation is  omitted. 

A  form  move  fair  and  a  face  more  sweet. 

A  sound  sweet  and  low  reached  our  ears  from  within. 

48,  Terms  of  equal  generic  value,  made  appodtil^  for 
the  sake  of  explanation  or  emphasis,  should  be  aet  off  by 
commas. 

It  is  certain  that  all  energy,  po^iVer,  force,  originatei 
Send/t?^^,  money,  clothes, — anything. 

In  each  of  these  sentences  the  italicized  woi  fcnt 

names  for  the  same  thing  or  intended  fof 
they  have  equal  class^  ox  generic^  talue. 


18       PUNCTUATION  AND  CAPITALIZATION.    §  20 

RULE  VIII. 

49,     Contrast. — Contrasted    elements    are   set    off  by 
commas, 

Goiii,  not  silver,  is  what  they  sought. 

Not  merely  in  prosperity,  but  in  adversity  also,  was  he  your  friend. 


RULE  IX. 

60.  Omitted  Connectives. — Similar  elements  not  con- 
nected by  conjuftctions  are  separated  from  one  another  by 
commas. 

Come,  tell  me  what  you  wish. 

Lend,  lend  your  wings. 

Softly,  sweetly  she  crooned,  she  sang  to  her  dariing. 

Genius  is  but  patient,  persistent,  indefatigable  industry. 

61.  When  the  items  of  an  emphatic  series  are  similarly 
related  to  an  element  that  precedes  or  follows,  this  element 
should  usually  be  separated  from  the  series  by  a  comma. 

All  that  was  loved,  all  that  was  hated,  all  that  was  feared  by  man, 
he  tossed  about. 

If  he  could  only  see,  U7idcr stand,  experience,  what  I  suffer,  he  would 
behave  difTerently. 

To  blunder  stupidly,  grossly,  rashly,  is  inexcusable. 

To  offer  no  opposition  to  the  orders  of  his  ofiicial  superiors ;  to  formu- 
late against  them  neither  argument  nor  objection,  even  in  the  secrecy 
of  his  own  mind;  to  know,  in  fine,  nothing  l)ut  blind  unreasoning 
obedience,  seem  the  chiif  glory  and  exec  llcnn'  if  a  soldier. 

In  the  last  sentence  the  items  of  tlie  scries  are  separated 
by  semicolons,  yet  the  common  italicized  part  is  preceded  by 
a  comma,  as  in  the  other  sentences, 

53.  When  the  last  two  elements  of  a  series  have  a  con- 
nective between  them,  a  comma  is  required  before  the  con- 
nective ;  btit  when  connectives  occur  between  every  two 
elements,  commas  should  not  be  used. 

Oranges,  lemons,  limes,  and  grapefmit  belong  to  the  same  family. 
Day  nor  night  nor  sunshine  nor  storm  affected  him. 
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63,  Compound  series  consisting  of  groups  of  similar 
items  require  a  comma  between  each  two  groups. 

They  had  picture  books  about  simitars  and  slippers  and  turbans, 
and  dwarfs  and  giants  and  genii  and  fairies,  and  bluebeards  and 
beanstalks  and  riches  and  caverns  and  Valentines  and  Orsons, — and  all 
new  and  all  true. 


RUUE  X. 

54,  Di^unctlve  Connection. —  When  two  elements  arc 
united  by  conjunctions  that  are  strongly  adversative  or  dis- 
juftctivCy  they  should  usually  be  separated  by  commas. 

Work  rapidly,  but  let  your  work  be  thorough. 
His  offense  was  very  serious,  still  he  was  forgiven. 
The  case  was  critical,  yet  we  were  not  without  hope. 
Shall  we  come  today,  or  can  you  wait  a  day  or  two? 

65.  Conjunctions  with  a  strongly  marked  disjunctive 
value  are  the  following:  or^  fwr^  yet,  stilly  but^  best,  albeit , 
though^  although^  unless^  hotuez'cr^  zvhereaSy  provided^  never- 
theless^ notwithstanding, 

66.  The  connection  between  two  elements  increases  in 
remoteness  as  they  take  on  adjuncts.  It  follows,  therefore, 
that  a  comma  may  be  required  for  this  reason  even  when  the 
connective  is  not  disjunctive. 

A  tall  handsome  boy  with  black  eyes  and  wavy  hair,   and  a  very 
beautiful  girl,  met  us  at  the  gate. 

57.  Two  elements  that  are  disjimctive  from  the  fact 
that  they  are  equivalent  or  alternative  names,  are  usually 
set  off  by  commas.  When  the  conjunction  is  omitted,  such 
elements  are  said  to  be  /;/  apposition. 

A  large  opening',  or  iniet,  led  to  the  ample  bay  within. 
Meter,  or  measure,  is  the  number  of  poetical  feet  that  a  verse  con- 
tains. 


Rl^LE  XT. 

58.     Independent  Clauses. — Independent  clauses  should 
be  separated  by  a  comma  if  the  conjunction   between    tJiem 


^^ 
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might  be  understood  as  eoniurfiiig,  not  tkc  clauses,  but  words 
or  phrases. 

Life  is  very  short,  but  deligiiltu!  and  precious  nre  the  snnny  dttys  o( 

Itv  careful  to  speak  always  with  rouderation,  and  in  honesty  deal 

thdii  with  ul!  men. 

RIU.E  XII. 

59.     Atlilrcss,^./I«   ekmenl   independent   by  address  is 


I  rise,  Afr.  PrisidtHl,  to  a  point  of  order. 

Time,  you  IkUJ.  who  love  to  get  sweets  into  your  list,  put  that  in. 

Come.  Antony,  and  yovag  Uetai'ins.  come. 

00.  A  pronoun  in  the  second  person  used  like  an  attribu- 
tivt  adjective  or  before  a  relative  or  an  indefinite  pronoun, 
is  not  set  off  by  commas. 

TAi'ii  moon  lliat  roll'st  above. 

Vi'ii  blocits.  yau  stones,  yeu  worse  than  senseless  things. 

(J  /Aiiu  whose  love  can  ne'er  forget  its  offspring,  man, 


I 


61.     Absolute  Construct  Ions. — An  element  used  abso- 
lutely or  independently  should  commonly  be  set  off  by  c 

There  are  several  varieties  of  this  construction: 

1,      The  Participial. — In  this  the  characteristic  v 
participle. 

Honor  beinf;  lost,  everything  is  lost, 

Sucii,  speaking  frankly,  is  my  honest  opinion. 

'I.      The  Infinitive. 

To  /le  surf,  we  mii;ht  liavc  done  worse. 

Ni)w.  /('  i/nil'i.'  II  /ling  story  sitort,  this  is  what  we  will  do. 

.S,      The  Imperative. 

I  say,  believe  me  or  not,  that  the  story  is  false. 

We  shall  go,  be  sure  of  that,  at  the  earliest  opportunity. 

4,      The  Adjectival. 

GoodvA  heart  himself,  lie  lliought  men  better  than  Ihcy  an 

His  one  daughter,  beautiful  i\s  ever,  was  still  at  home. 
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5.  The  Pleonastic, — This  construction  commonly  consists 
in  the  mere  mention  of  something  concerning  which  a  gram- 
matically complete  sentence  follows.  The  pleonastic  con- 
struction is  one  that  is  overfilled. 

Day,  it  brings  him  no  delight;  night,  he  has  no  rest  or  peace  at 

night, 

RULE  XIV. 

C>2«  Informal  Intro<luctlon. — A  short  quotation  or 
similar  element  informally  introduced  should  generally  be  set 
off  by  commas, 

Plato's  definition,  **  Man  is  a  biped  without  feathers/'  was  ridiculed 
by  Diogenes. 

The  oracle  answered,  "No  man  is  sure  of  happiness  before  he  is 
dead." 

Tennyson's  saying,  "Death  is  the  end  of  life,"  is  an  unpleasant 
reminder. 

03.  When  the  element  introduced  is  one  word  or  the 
introduction  is  very  close,  the  commas  should  be  omitted  if 
no  ambiguity  results. 

The  Greek  name  Agamemnon  means  great  memory. 

Horace's  "  While  we  live  let  us  live  "  has  led  to  much  dissipation. 


IllTLE  XV. 

(>4«     El  1  ipsis  of  the  Verb.  — ///  continued  sentences  where 

a  common  verb  is  expressed  in  only  one  of  the  clauses  and 

understood  in  the  others^  the  omitted  verb  is  usually  indicated 

by  a  comma. 

Homer  was  the  greater  genius;  Virgil,  the  better  artist. 
Semiramis  built  Babylon;  Dido,  Carthage;  and  Romulus,  Rome. 


RULE  XVI. 

65.  Dates. — Dates  aitd  other  expressions  consisting  of  a 
series  of  related  groups  require  commas  between  their  compo- 
nent groups. 

Washington  was  born  on  Friday,  February  22,  1732,  in  Westmore- 
land Co.,  Va. 
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See  Green's  "History  of  the  English  People."  voL  i,  book  lii. 
chap,  ii,  pp.  433-436. 

Killed  in  an  accident  at  1239  Fifth  ave.,  New  York,  Tuesday.Jnne  7. 
1891. 

66.     Commas  should  not  be  placed  between  B.  C,  A.  D., 
A.  U.  C,  etc.,  and  the  number  denoting  a  year, 
CiBsar  invaded  Britain,  B.  C.  53  (or,  in  the  year  55  B.  C. ). 
Done  at  Washington.  D.  C,  July  10,  A.  D.  1869. 

Arabic  numbers,  except  where  used  to  denote  dates  or 
street  or  page  numbers,  are  separated  by  commas  into 
periods  of  three  figures  each,  beginning  at  the  right.  In  the 
case  of  mixed  decimals  the  place  of  beginning  is  the  decimal 
point. 
10,129,475.08;  S36,903.T3a^;  51,049.0851;  £12.980. 


THE    SEMICOLON. 


RULE  XVII. 

67.  Aildfd  Clauses. — IV/ceti  a  clause  compkic  in  Uidf 
is  foUo'tvcd  by  cite  fxpressin_^  n  reason  or  consequcict;  an 
rxplanation  or  inference,  the  clauses  should  usually  be  sepa- 
rated by  a  semicolon. 

We  might  have  guessed  our  immortality;  for  Nature,  giving 
instincts,  never  fails  to  give  the  ends  to  which  they  point. 

The  fear  of  heresy  (lid  what  the  sense  of  oppression  could  not  do;  it 
changed  men  into  devoted  partisans  and  obstinate  rebels. 

68.  Even  when  the  connective  is  omitted,  the  semicolon 
is  used  unless  the  clauses  are  very  long  and  their  connection 
not  close.  In  this  latter  case  a  colon  may  be  required,  or 
the  sentence  may  be  broken  into  two  sentences. 

The  wisest  arc  liable  to  error;  even  Jupiter  sometimes  nods. 
History  cannot  be  perlecUy  true;  it  may  1^11  ilie  truth,  but  not  the 
wliole  truth. 

69.  When  there  is  doubt  as  to  the  detrrcc  of  separation, 
preference  should  be  given  to  a  point  denoting  less  separa- 
tion of  parts.  When  it  is  not  clear  which  islxitter, : 
or  a  semicolon,  use  a  comma. 
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RULE  xvm. 

70,  Subdivided  Clauses. — United  clauses  that  contain 
elements  set  off  by  commas  should  generally  be  separated  by 
semicolons. 

Arrogance  is  generally,  though  not  always,  bom  of  wealth  and  the 
consciousness  of  power;  but  true  humility,  of  real  wisdom  and  genius. 


RULE  XIX. 

7 1  •  Coordinate  Clauses. — United  clauses  of  equal  ranky 
slightly  connected  and  without  intervening  connectives^  should 
be  separated  by  semicolons. 

Stones  g^w ;  vegetables  grow  and  live ;  animals  g^w,  live,  and 
feel. 

If  the  clauses  are  short,  unbroken,  and  closely  connected, 
they  should  be  separated  by  commas. 

Everything  grows  old,  everything  passes  away,  everything  disap- 
pears. 

RULE  XX. 

73.  Dependent  Particulars. —  When  each  of  a  series 
of  expressions  is  dependent  on  the  same  element s^  they  should 
generally  be  separated  by  semicolons. 

Macaulay  says  of  Herodotus  that  he  has  written  an  incomparable 
book;  that  he  has  written  something  better  perhaps  than  the  best 
history ;  that  he  has  not,  however,  written  a  good  history ;  that  he  is, 
from  the  first  to  the  last  chapter,  an  inventor. 

If  we  think  of  glory  in  the  field;  of  wisdom  in  the  cabinet;  of  the 
purest  patriotism ;  of  the  highest  integrity,  public  and  private ;  of 
morals  without  a  stain — the  august  figure  of  Washington  presents 
itself  as  the  personification  of  all  these  ideas. 


RULE  XXI. 

73.  Apposltlve  Particulars. — A  general  term  should 
be  separated  by  a  semicolon  from  the  particulars  under  it 
when  they  are  very  short;  and  the  particulars  themselves 
should  be  separated  from  one  another  by  commas. 
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In  solid  geometry  are  conHidered,  among  other  thingit,  four  of  the 
most  interesting  of  solids;  the  prism,  the  cylinder,  the  com,  and  the 
sphere. 

74.  If  the  appositive  items  are  formally  introduced,  or 
if  they  themselves  are  long  or  broken  by  punctuation,  they 
shoiild  be  preceded  by  a  colon  and  seiiaratcd  from  one 
another  by  semicolons. 

Oramnmrconsistsofthe  following  parts:  fasK.orlhography;  KicaaA, 
flymology;  third,  syntax;  and  fourth,  prosody. 


nuLE  xxri, 

75.  Introductorj-  Expressions. — A  semicehn  should 
commonly  prcctiic  as,  viz.,  namely,  to  wit,  i.  e.,  that  is,  e.  g., 
and  like  expressions,  when  used  to  introduce  an  example  or  a 
list  of  particulars. 

A  pleonastic  construction  is  one  that  contains  words  grammatically 
superfluous:  as,  The  skies  iiify  were  ashen  and  sober. 

Shakespeare  has  many  instances  of  mixed  metaphor;  for  example. 
"  to  take  arms  against  a  sea  of  troubles." 

There  were  five  persons  present ;  namely.  Lincoln,  Stanton,  Grant, 
Sherman,  and  Sheridan. 

RULE  XXtll. 

76.  Compound  Scries. —  The  groups  of  a  series  should  be 
separated  from  one  another  by  semicolons  if  the  items  compo- 
sing some  or  all  of  the  groups  require  commas  between  them. 

Discriminate  the  following:  refined,  polished;  urbane,  civil,  rustic, 
polite;  contemptuous,  contemptible. 

The  English  has  many  words  derived  from  Oriental  languages; 
Malay,  gong,  sago,  rattan;  Chinese,  tea,  junk;  Polynesian,  tattoo, 
boomerang;  Hindu,  calico, 

THE  cor.,oif. 


RULE  XXIV, 

77.  Subdivided  Meml)ers. —  Colons  should  separate 
members  of  a  sentence  if  one  or  more  of  those  members  are 
themselves  subdivided  by  semicolons. 
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As  we  perceive  the  shadow  to  have  moved  along  the  dial,  but  did 
not  see  it  moving ;  and  it  appears  that  the  grass  has  grown,  though 
nobody  ever  saw  it  grow :  so  the  advances  we  make  in  knowledge,  as 
they  consist  of  such  minute  steps,  are  perceivable  only  by  the  distance. 

78.  If  the  elements  separated  by  semicolons  have  no 
interposed  commas,  a  semicolon  should  take  the  place  of  the 
colon  and  commas  should  be  used  instead  of  the  semicolons. 

A  sovereign  almost  invisible,  a  crowd  of  dignitaries  minutely  distin- 
guished by  badges  and  titles,  rhetoricians  that  said  nothing  but  what 
had  been  said  ten  thousand  times,  schools  in  which  nothing  had  been 
taught  but  what  had  been  known  for  ages;  such  was  the  machinery 
provided  for  the  government  and  instruction  of  the  most  enlightened 
part  of  the  human  race. 

This  sentence  exemplifies  the  rule  for  appositive  partic- 
ulars (see  rule  XXI). 


RULE  XXV. 

79.  Formal  Quotations. — A  direct  quotation  or  any 
similar  ^natter  should  be  preceded  by  a  colon  when  formally 
introduced, 

Horace  boasted  of  his  poetical  work  in  the  following  terms;  **  I  have 
erected  a  monument  more  enduring  than  bronze." 

Do  not  forget  this  important  fact:  if  you  show  the  people  with  whom 
you  have  dealings  that  you  do  not  trust  them,  they  will  soon  recipro- 
cate your  suspicious  treatment. 

80.  This  rule  applies  to  a  series  of  particulars  formally 
introduced. 

In  the  prisoner's  possession  were  found  the  following  articles :  two 
watches,  six  silver  spoons,  a  diamond  ring,  and  two  pairs  of  new  kid 
gloves. 

81.  When  the  matter  following^  the  introduction  consists 
of  several  sentences  or  begins  a  new  paragraph,  a  dash  may 
follow  the  colon  to  indicate  the  broken  connection.  This 
punctuation  is  preferred  by  many  after  the  salutation  in  a 
letter;  others  very  properly  omit  the  dash  on  the  ground 
that  there  is  no  break  in  the  sense  or  in  the  connection; 
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others  a^in  use  a  comma  with  or  without  a  dash,  but  this 
usage  is  scarcely  defensible. 

Mr.  Wm.  Kegan, 

Dear  Sir;  Dear  Sir:—  London,  England. 

Your  letter  etc.  Your  letter  etc  Dear  Sir:    Your  letter  etc. 

82,  If  the  quotation  is  a  mere  short  saying  or  is  infonn- 
ally  introduced,  a  comma  alone  is  sufficient. 

Someone  says,  "The  good  die  young";  but,  nevertheless,  the  good 
are  not  discriminated  against  by  the  insurance  companies. 


nri,E  XXVI. 

83.  *'Tcs"  and  '•tii>r'^li7/cn  t/tc  wort/s  "yes"  aW 
"no,"  ifi  answer  to  a  question,  are  followed  by  a  continuation 
of  the  answer  or  by  an  explanation  of  it,  a  colon  is  required 
between  the  answer  and  its  continuation. 

May  we  trust  to  the  intelligence  and  patriotism  of  the  President  ? 
Yus:  that  bas  been  fully  demonstrated. 

Do  you  live  here,  my  boy  ?     Yes,  sir:   I  was  born  here. 

A  semicolon  is  often  used  in  place  of  the  colon  in  such 
cases  as  the  foregoing. 


RUI.E  XXVII. 

84.  Title  l»a(ros.— /////<■  main  title  of  a  book  is  follotved 
by  a  second  title  in  apposition,  and  no  connective  intervenes, 
the  two  should  be  separated  by  a  colon. 

Mnemonics;  The  Art  and  Science  of  Remembering. 

If  or  is  used  between  the  two  titles,  the  connective  should 
have  11  semicolon  before  it  and  a  comma  after  it. 

Logic;  or,  The  Laws  of  Reasoning,  Including  Fallacies. 

The  colon  is  used  on  title  pages,  and  in  catalogues  of 
books,  between  the  name  of  1he  place  of  publication  and  the 
n.mic  of  the  publisher. 

Riverside  Press,  Cambridge,  Mass.:  Houghton,  MifRin  &  Co, 
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THE   PERIOD. 


RULE  XXVIII. 

86,  Complete  Sentences. — A  complete  statement  or 
commandy  unless  very  strongly  exclamatory^  should  be  followed 
by  a  period. 

History  is  philosophy  teaching  by  means  of  examples. 
Friends,  Romans,  countrymen,  lend  me  your  ears. 
I  come  to  bury  Cajsar,  not  to  praise  him. 

86.  A  sentence  beginning  with  and^  or^  for^  but^  or  a 
similar  connective  is  in  reality  a  part  of  the  preceding  sen- 
tence ;  yet  such  sentences  are  often  separated  by  periods  from 
what  precedes.  In  this  way,  long  and  complex  constructions 
may  be  avoided,  with  a  gain  in  force  and  in  ease  of  compre- 
hension. 

The  period  is  to  be  preferred  to  the  exclamation  point  at 
the  end  of  an  exclamatory  statement  or  command,  unless 
the  emotion  to  be  expressed  is  exceptionally  strong. 


RULE  XXIX. 

87,  Abbreviations. — A  period  should  be  used  after 
every  abbreviated  ivord^  but  not  after  contracted  words 
when  the  missing  elements  are  replaced  by  a  dash  or  an 
apostrophe. 

MSS. ,  /. ,  //. ,  Dr. ,  Ph.  D. ,  LL.  D. ,  and  Co.  are  abbreviations. 
Redd^  catit^  fiay't,  f—n  S^th,  and  Rev'd  are  contractions. 

88.  Arabic  figures  when  used  to  number  paragraphs, 
examples,  articles,  etc.,  and  letters  of  the  alphabet  when 
used  for  the  same  purpose,  take  a  period  after  them.  When, 
as  part  of  a  sentence  structure,  they  become  ordinal  or  are 
enclosed  in  marks  of  parenthesis  a  period  is  not  required; 
as,  (1),  (a),  1st,  2d,  4th. 

Roman  numbers  are  by  most  authorities  w^ritten  with  a 
period  following;  as,  IV. ^  XVIII.     When  used  in  paging, 
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Roman  and  Arabic  numbers  do  not  have  the  period  afttr 
them.  There  is  good  authority  for  omitting  the  period  in 
all  cases  after  Roman  numerals. 

89,  The  symbols  for  chemical  elements  are  written 
without  periods;  also,  the  letters  used  in  geometry  and  other 
sciences  to  represent  quantity  of  any  kind,  and  certain  other 
much  used  mathematical  abbreviations. 

Water  consists  of  two  atoms  of  H  combined  with  one  atom  of  O. 

If  A  can  do  a  piece  of  work  in  a  days.  etc. 

vers  a  =  1— cos  a  =  ' .  log  j",  tan  a  +  cot  i  =  :t,  etc. 


Sizes  of  boofcs  are  indicated  without  periods;  as,  ifo, 
fTO,  J^iiiio.  These  are  hybrid  contractions  of  guarto,  octavo, 
jluoJirimo,  etc.  ^^^^_ 

ItUI.E  XXX. 

90.  Slilo  Ilemls.— j^//<T  a  title  or  a  side  head  that  forms 
part  of  a  prtragrafhy  a  period,  or  a  period  followed  by  a  dash. 
$hould  be  used.  The  dash  alone  is  preferred  by  some 
authorities. 

Capital  Letters.     Capital  letters  are  used  etc. 

Capital  Letters. — Capital  letters  are  used  etc. 

Note.     The  student  will  observe  etc.  .V.  B.     Kemark. 

Note. — An  apparent  exception  etc.  A'.  II. — Kemart. 


nri.K  XXXI. 

91.  Taltiibir  Matter.^/«  tables  and  synopses^  and  in 
statistital  or  other  mailer  in  tabular  form,  the  period  should 
be  used  only  after  abbreviations,  or  i^'herc  it  i>.'ill  prevent 
ambiguity.  This  rule  applies  also  to  other  marks  of  punctu- 
ation. 

93,  In  late  books  printed  by  the  most  reputable  pub- 
lisher;;, punctuation  is  almost  entirely  excluded  from  title 
pages.  The  same  usage  is  well  established  with  respect  to 
the  headings  of  chapters,  nmning  titles  at  the  tops  of  pages, 
and  in  many  similar  cases.     The  theory  is  that  punctuation 
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should  be  used  only  when  it  accomplishes  a  useful  purpose. 
The  following  reduced  title  page  will  illustrate : 

THE 

AMERICAN    COMMONWEALTH 


BY 
JAMES  BRYCE 

AUTHOR  OV   *'TIIK  HOLY  ROMAN  KM  PI  UK  " 
M.  P.  FOK  ABKRDKKM 


IN  TWO  VOLUMES 

VOL.  I 

Thk  National  Govkknment— Thk  Btatb 
qovsknmbxts 

THIRD  EDITION 

OOMPLf  TILV  MVWtO  THIIOUQMOUT 
WITH  AOOmOMAL  CMARTIM 


Nkw  Tork 

THE  MACMILLAN  CX)MPANY 

London:  MacmiUaAn  &  Co..  Ltd. 
1897 

AH  rights  reserved 


THTE    INTERROGATION   POINT. 


RULuE  XXXII. 

93.  Direct  Questions. — Every  direct  question  should 
be  folloiued  by  a  mark  of  interrogation^  but  not  an  indirect 

question. 

Direct :  If  a  man  die,  shall  he  live  again  ? 
^    ..  j  Tell  me  whether,  if  a  man  die,  he  will  live  again. 

( He  inquired  when  I  intended  to  go  to  New  York. 

94.  When  several  questions  have  a  common  dependence 

on  a  final  element,  only  one  mark  of  interrogation  is  required, 

and  that  should  be  placed  at  the  end. 

Whither  now  are  fled  those  dreams  of  greatness;  those  busy,  bus- 
tling days;  those  happy,  festive  nights;  those  veering  thoughts,  lost 
between  good  and  ill,  that  charmed  thy  youth  ? 
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When  several  questions  have  no  common  element,  each 
question,  even  though  grammatically  incomplete,  requires  a 
separate  mark. 

What  is  education  ?  Who  are  its  apostles  ?  When  did  they  live  ? 
Where  ? 

Shall  a  man  succeed  by  theft?  by  dishonesty?  by  trickery?  by 
bribery? 

96.  Questions  are  often  put  in  the  declarative  form.  In 
such  cases  they  are  known  to  be  questions  only  by  their 
punctuation. 

You  will  come  to-morrow  ?    I  may  depend  on  that  ? 
Well,  sir  ?    Sick  ?    Since  when  ?    Yesterday  ? 

Of  late  years  there  has  come  into  pretty  general  use  the 

practice  of  following  the  statements  of  a  speaker  with  an 

interrogative  j^es.     This  is  in  very  bad  taste. 

speaker, — '*  We  then  went  aboard  the  steamer,  which  immediately 
left  the  harbor."  Listener, — ••Yes?'*  Speaker, — ••The  voyage  was 
at  first  very  rough,  and  we  were  all  seasick."    Listener, — ••  Yes  ?  " 

This  is  a  usage  similar  to  the  "Do  tell!"  of  the  New 
England  States.  '    

IIUI-.E  XXXIII. 

96.  Doubt. — /;/  order  to  denote  doubt  or  ineredulity  or 

to  suggest  a  correction^  an  interrogation  mark  may  be  inserted 

within   the  body  of  a  sentence  and  enclosed  by  marks  of 

parenthesis, 

Thomas  Parr  was  bom  in  1483  (?)  and  died  in  16:^5. 
The  augers  (augurs  f)  were  all  in  the  temple  of  Jupiter. 
Hypatia  was  murdered  by  the  monks,  instigated  by  Saint  (?)  Cyril 
of  Alexandria. 

IIUI.E  XXXIV. 

97.  Quotations      Within      Questions. — A     quotation 

within  a  question   must   be  punctuated  so  as  to  retain  the 

individuality  of  each. 

Have  you  heard  the  head  waiter  say  "dinner  is  served  "  ? 

Do  you  remember  Tweed's  *•  what  are  you  going  to  do  alx)Ut  it  ?" 

Did  not  some  one  cry  **  murder !     help ! "  ? 

Has  the  question,  •*  whence  came  we  ?"  ever  been  answered  ? 
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THE   EXCIiAMATION  POINT. 


RULE  XXXV. 

98.  Exclamatory  Sentences. — An  exclamation  point 
should  be  placed  at  the  end  of  a  sentence  expressing  very 
strong  emotion  or  implying  loud  outcry. 

What  a  burning  shame!    How  dare  you,  sir! 

•*  Come  back!  come  back! "  he  cried  in  grief.  ••  Rouse,  ye  Romans! 
rouse,  ye  slaves ! " 

Even  when  the  feeling  is  strong,  it  is  better  to  avoid,  when- 
ever possible,  the  use  of  the  exclamation  point.  It  is  a  mark 
found  most  frequently  in  weak  writing.  Mere  tricks  of 
punctuation  cannot  make  up  for  lack  of  force;  a  refined  and 
well  balanced  intellect  avoids  the  show  of  emotion. 

O,  sir,  forgive  me. 

O,  I  am  utterly  disgusted  with  him. 


RULE  XXXVI. 

99.  Exclamatory  Expressions. — An  exclamation  point 
should  usually  follow  interjections  and  interject ional  expres- 
sions. 

Alas !  alas !  what  have  I  spoken  ?    Listen !  O  listen ! 
Oh !  how  it  hurts !    O  what  a  beauty ! 
Ha,  ha,  ha,  ho,  ho!     Fie,  fie,  fie,  good  sir! 

When  an  interjection  is  repeated  the  punctuation  should 
be  as  in  the  last  example  above. 

100.  The  interjections  O  and  oh  are  generally  discrim- 
inated thus:  The  former  is  used  where  the  emotion  colors  an 
entire  sentence;  the  latter  as  a  mere  ejaculation  expressing 
sudden,  strong,  and  explosive  emotion.  When  O  is  u.sed, 
the  exclamation  point  should  be  written,  if  at  all,  at  the  end 
of  the  emotive  expression ;  but  oh  should  be  directly  followed 
by  the  point 

101.  The  interjection  O  is  sometimes  used  to  express 
mere  earnestness,  and  in  such  cases  the  exclamation  point 
should  be  displaced  by  ordinary  punctuation. 
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What  did  you  do  then?    O,  I  just  walked  away  without  replying. 
O,  sir.  may  I  not  have  the  place  ? 

Tennyson  has  the  following: 

••  O  sir,  oh  prince,  I  have  no  country:  none." 

10!3.     The  interjection  ek  is  usually  followed  by  a  ques- 
tion mark. 

You  are  going,  eh? 

When  so  used  an  interjection  is  really  a  modal  adverb^ 
because  it  modifies  the  meaning  of  the  entire  sentence. 


RULE  XXXVII. 

103.     Gnuliiatecl  Kniotioii. — K  mot  ion  is  represented  as 

inereasin^  or  decreasing  by  using  more  or  faver  exclamation 

points. 

Police!    Help!!    Murder!!!     Murder!!!! 

Oh !  Oh ! !  Oh ! ! !  Ah ! !  Ah-h-h  !--the  tooth  was  out 


THE  DASH. 


RULE  XXXVIII. 

104.  Changes  in  Sense  or  Const  ruction. — A  sudden 

eliange  in  sense  or  in  gnuninatical  eonstructiony  or  an  abrupt 

pauscy  is  indicated  by  the  dash. 

My  uncle — he  was  my  best  friend — died  a  week  ago. 
Honesty,  they  say. — here's  your  health,  sir.-  is  the  best  policy. 
Tl.at  old  teacher  of  vours — bv  the  way,  what  ever  became  of  him? — 
was  an  ixid  character. 

HI  I.K   XXXIX. 

105.  l^hotorieal    l*ause. — A  dash    is  used  to  mark  a 

rhetorical  pause,  or  suspension  of  the  voice  for  effect ,  ivhere 

there  is  ho  change  in  the  gramniatical  construction. 

He  is  shrewd,  jwlished,  unscrui)ul<)us,  and  — reliji^ious. 
My  friend  devotes  much  time  to  charity  and  j^eneral  benevolence — 
when  there's  money  in  it. 

.\— "Xbrott  art  a  villain."     B — **  Vou  are  -a  senator." 

"Vouar*  very  kind;  1  can  never  repay — "  she  was  unable  to  pro- 
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RULE  XL. 

106.  Rhetorical  Repetition. —  IVAcn  the  construction 
is  broken  and  resumed  for  rhetorical  effect y  a  dash  should 
follow  between  the  break  and  the  part  repeated. 

O  those  happy  days  of  childhood ! — childhood,  the  beautiful ! — child- 
hood, the  innocent ! — they  are  gone  forever. 

To  me — me,  his  benefactor — me,  his  lifelong  friend— to  me  he  has 
been  false. 

Is  there — is  there  balm  in  Gilead?— tell  me, — tell  me,  I  implore! 


RULE  XLI. 

107.  Generalization. —  When  a  series  of  tertfts  is  repre- 
sented by  a  following  generic  expression  ^  a  dash  should  follow 
the  series. 

Write  a  tale,  a  history,  a  poem, — anything,— ovXy  write. 
He  was  chubby  and  plump — a  right  jolly  old  eif. 

108.  The  generic  term  may  precede  the  series. 

Those  old  Greek  names, — Demosthenes,  Agamemnon,  Epaminon- 
das, — they  have  a  suggestion  of  immortality  in  their  resonance. 


RULE  XLII. 

109.  Parenthetical  I>asli. — Parenthetical  expressions 
that  are  too  closely  connected  to  be  enclosed  in  marks  of 
parenthesis  may  be  placed  betwecfi  dashes. 

In  those  beautiful  far-off  June  days, — and  no  days  can  be  more 
beautiful, — she  and  I  gathered  flowers  in  the  Kentish  meadows. 

What  woman— was  it  your  mother,  1  wonder  ? — taught  you  to  rever- 
ence woman? 

1  live  by  myself,  and  all  the  bread  and  cheese  I  get, — which  is  not 
much, — I  put  upon  a  shelf. 

110.  Various  degrees  of  connection  of  parenthetical  ele- 
ments are  indicated  by  the  manner  of  their  punctuation.  The 
following  forms  show  how  such  matter  is  punctuated  when 
introduced  within  the  body  of  a  sentence.  The  first  indicates 
the  least  degree  of  remoteness,  and  the  last,  the  greatest. 

t • I  ~~~       »     » 

:- ;-      ( )      [ ] 
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Examples  illustrating  these  forms  of  parenthetical  ele- 
ments may  be  found  in  many  places  in  this  work.  (See 
Arts.  104  to  109,  inclusive,  and  elsewhere.) 

Of  course,  a  dash  should  not  displace  a  period,  a  question 
mark,  or  a  mark  of  exclamation  at  the  end  of  a  sentence. 

111.  Questions  and  exclamations,  being  in  their  nature 
rhetorical  or  logical,  have  no  determinate  degrees  of  close- 
ness in  connection.  When  introduced  in  intermediate  posi- 
tions in  sentences,  they  are  punctuated  in  the  following, 
among  other  ways : 

- ?       - ?-       ;- ?- 

( »?)       [ ?]       »- J- 


IIULE  XLIII. 

112.  Omissions. —  The  omission  of  letters  or  figures  that 
are  plainly  implied  may  be  viarked  by  the  dash  (the  em  and 
the  en  dash  respectively). 

D — n  and  P — s  were  noted  for  their  great  friendship. 
The  winter  of  1837-38  was  a  very  severe  one. 

Matt.  7:9-14.  This  means  Matthew,  7th  chapter,  verses  9  to  14, 
inclusive. 

In  referring  to  pages  no  omissions  of  figures  are  allowable. 
See  letter  A' in  "Standard  Dictionary,"  pp.  2085-2087,  inclusive. 


RI  I.E   XLIV. 

113.  Titles  Tlun  In. —  When  a  title  bci^ins  the  first  line 
of  a  paragraph,  a  dash  follountig  a  period  should  separate  it 
from  the  text  of  the  paragraph  (see  rule  XXX). 


RULE  XT.V. 

114.     For    Tntroduetory    Wortls. —  The   dash    may  be 

used  as  a  substitute  for  certain  words  of  formal  introdtution^ 

such  as  viz.,  nainely,  e.  ^. ,  i.e.,  that  is,  etc. 

In  his  library  were  editions  beautifully  bound  of  all  the  great  poets 
—Homer,  Virgil,  l^ante,  Milton,  Shakespeare,  etc. 


§  20    PUNCTUATION  AND  CAPITALIZATION.        35 

BUIiE  XliVI. 

116.  Antlioritles. —  W/ien  an  author* s  name  imme- 
diately  follows  a  citation  it  should  be  separated  from  the 
quoted  passage  by  a  dash. 

"Beware  when  the  great  God  lets  loose  a  thinker  on  this  planet 
Then  all  things  are  at  risk." — Emerson, 

116.  If  the  author's  name  is  placed  on  a  line  by  itself 
no  dash  is  required. 

"Nothing  is  so  dangerous  as  an  ignorant  friend;  a  wise  enemy  is 

more  helpful." 

Voltaire. 

11 7,  If  both  the  writer's  name  and  the  writing  in  which 
the  quotation  is  found  are  given,  they  should  be  separated 
by  a  dash  and  be  printed  in  different  type. 

*•  Language  is  only  the  instrument  of  science,  and  words  are  but  the 

signs  of  ideas." 

Johnson — Preface  to  ^^  English  Dictionary.** 


THE   MARKS   OP   PARENTHESIS. 


RULE  XLVII. 

118,  Words  inserted  in  the  body  of  a  sentence  or  para- 
graphy  and  nearly  or  quite  independent^  so  that  they  may  be 
omitted  without  changing  the  sense  or  construction^  should  be 
enclosed  in  marks  of  parenthesis. 

Great  rifts  or  spots  sometimes  appear  on  the  surface  of  the  sun  (a 
picture  of  solar  spots  is  thrown  upon  the  screen),  which  are  never  seen  at 
the  poles,  but  always  in  a  narrow  belt  along  the  sun's  equator. 

Another  theory  (that  of  Weissman)  is  that  acquired  aptitudes  cannot 
be  transmitted  from  parent  to  offspring. 

This  subject  will  be  found  more  fully  treated  in  another  place  (see 
pp.  125-137)  and  admirably  illustrated. 

119.  A  distinction  should  be  observed  between  paren- 
thesis zxiA  marks  of  parenthesis.  The  former  should  mean 
the  enclosed  matter ;  the  latter,  the  enclosing  marks.     The 


I 
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plural,  parentheses,  should  be  used  to  denote  the  matter 
enclosed  within  several  pairs  of  marks  of  parenthesis. 

Too  many  parentheses  greatly  weaken  the  force  of  every  tortn  ol 
composition. 

Enclose  all  the  adjectives  in  marlts  of  parenthesis, 
A  parenthesis  should,  in  general,  not  begin  with  a  capital, 
unless   the  first  word  is   a   proper   name,    but   should   tie 
treated  as  a  mere  inferior  part  of  the  sentence  within  which 
it  occurs,  even  though  it  is  itself  a  complete  sentence. 

1 30.  Such  punctuation  as  a  parenthesis  requires  should 
be  wholly  within  the  enclosing  marks.  If  the  parenthesis  is 
It  declarative  sentence,  it  usually  takes  no  period  at  the  end  ; 
but  if  it  is  a  question  or  an  exclamatory  sentence,  the  punc- 
tuation should  denote  this  fact. 

Kit's  mother,  poor  woman,  is  waiting  at  the  gate  below,  accom- 
jian it'll  by  Barbara's  mother  (she,  honest  soul'  never  does  anything  but 
cry  imd  bold  the  baby),  and  a  sad  interview  ensues. 


nnACKETS. 


RULE  XLvrii. 

131.  Brackets  should  be  iiseil  to  enclose  (a)  siiggcsteil 
corrections  in  grammar  ami  spclliii^^  :  (l>)  stnge  ilireetions  in 
plays;  (c)  derivation  of '.vonis,  plurals,  principal  parts,  etc., 
in  dictionaries. 

He  was  the  subtilest  [subtlest  (?))  rcjisfmcr  whom  [tlinl]  the  age  pni- 

Mocbctli.     [.;«>/,■.]  Two  Irulhs  arc  toUl, 

As  happy  prolnj;ues  to  the  swcUinu  act 
Of  the  imperial  theme.  \Exeunl.\ 

SrKFr>.  spid,  ::  |spki)  or  sckki>'ki.:  srKKn'iM:.]    \,\.  s.  speitan.  <  sped; 

The  principle  governing  the  use  of  the  brackets  is  that  the 
matter  enclosed  by  them  shall  have  no  gratuuKitical  connec- 
tion with  other  words.  Their  purpose  is  simply  explanatory 
or  to  supply  an  omission. 
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QUOTATION  MARKS. 


RULE  XL.IX. 

122.  Direct  Quotations. — Expressions  that  are  cited 
or  borrowed  should^  when  written  or  printed^  be  enclosed 
between  marks  of  quotation, 

Seneca  makes  this  remark:  ''If  you  wish  your  secret  kept,  keep  it 
yourself." 

123.  When  a  thought  is  borrowed,  but  not  the  exact 
language,  the  fact  may  be  indicated  by  using  single  quota- 
tion marks  to  enclose  it.  This  usage,  however,  is  not  well 
established.  It  is  generally  better  to  use  the  double  marks 
or  to  omit  them  altogether. 

His  life  was  regulated  by  the  rule  of  •  doing  to  others  as  he  wished 
them  to  do  to  him.' 

This  would  be  improved  by  omitting  the  marks. 

When  the  source  from  which  the  substance  of  a  thought 
comes  is  distinctly  noted,  no  quotation  marks  are  ever 
required. 

One  of  the  last  remarks  of  Socrates  was  that  the  soul  is  immortal. 

Such  quotations  as  this  last  are  called  indirect, 

124.  In  citing  language  from  another  of  one's  own  com- 
positions, it  is  usual  to  employ  quotation  marks. 

In  my  '•  Lectures  on  Electricity,"  written  ten  years  ago,  I  made  the 
following  prediction:  "The  day  will  come  when  electricity  will  do  for 
the  eye  what,  by  means  of  the  telephone,  it  is  now  doing  for  the  ear.'* 

125.  Foreign  words  and  phrases,  scientific  names,  and 
single  words  of  our  language,  when  quoted  as  mere  words, 
are  commonly  printed  in  Italic.  The  same  is  done  in  a 
limited  measure  with  titles  and  names  of  various  kinds, 
though  in  the  case  of  these  last,  quotation  marks  are  to  be 
preferred. 

He  was  deficient  in  what  the  French  call  savqirfaire. 
We  found  some  fine  specimens  of  trailing  arbutus  {Epigcea  repens). 
The  word  advice  is  the  noun  and  advise  the  verb. 
Macaulay  says  that  Shakespeare's  Othello  is  the  greatest  work  in 
the  world. 

It  would  be  better  to  use  quotation  marks — **  Othello." 


;{(; 
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plural,  parent JicsiSy  slumld   be   used   to  de* 
(•iul()s<'(i  within  sevcrid  pairs  of  marks  of  pi 

'r«M»  many  paivnthuses  j;rc'»'illy  weaken  the  foi 
mniposilinn. 

I''.nrl<>se  all  the  adjretives  in  marks  of  parentis 

A  pari-ntlu*sis  sIkhiUI,  in  general,  not  b( 
unless    the   lirsl   won!   is    a    proper    nan 
IriMled  as  a  mere  inferior  part  of  the  sn 
il  oeeurs,  I'ven  lh()nj;h  it  is  itself  a  eoni]  ' 

I  'iO.     Such  ]nmetuation  as  a  parent 

be  wholly  willn'n  the  enclosing  marks. 

a  dev^l.irative  s^Mitenee,  it  iisuallv  takes  • 

but  if  il  is  a  question  or  an  exelamaic; 

luation  should  denote  this  faet. 

Kit's  moiluM*.  ]^»VM-   woman,   is  waitinjj: 
]Mnir»l  b\  Harbara'^i  nnUlior  (sho,  honest  m» 
ri\  an*l  hoKl  the  babv\  ami  a  sad  inlervic 


lUlAC'KK'JS. 


\l\ 


\        \ 


%     -   -         *  a 


lui-i:  \i.\  I 


'     "    '■  ■»■■  '  \       . 


■."a  -:  (     I  !■■ 


-  -   :  ■  •    1  : 


^       iU« 


i  ;v." 


■*, 
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■c  original  are  omitted  at  intervals 
;  rrai»;ment  that  is  complete  in  itself 
L«  »tation  marks. 

vis  with  marks  of  continuation,  or  if 
niccl  by  interruption,  the  punctuation 
il  character  must  be  included  within 
•  ill. 

.  "   "I  object,  your  honor,"  shouted  the  plain- 

1  !iL'  rinlden  Rule:   *  l>o  unto  others *?" 

!v   in  Enj^land,  and  to  s<nne  extent  in  this 

i  luuimas  are  placed  at  the  beginning"  of 

'•ltd  ])aragraph  and  apostrophes  at  the  end 

MPli.     The  objections  to  this  are  that  it  is 

1  tliat  it  disfigures  the  page.    This  unsightly 

AiAy  U)  become  generally  current. 


THE  APOSTROPHE. 


RITI.K  LII. 

Omission. —  T/i{'  aposlrophc  is  vscd  as  a  suhsfifutc 
:  //  utters  or  figures. 

r.  i\'r,  isn't,  doesn't,  don't,  can't,  shoiihlu't,  we'll,  I'll,  you're, 

:|")slro])he  is  used  to  denote  i^lurals  of  figures  and 
.  .IS,  mind  your/\s  and  ^*s,  etc. 


\  I .     Possessive  Case. —  IJic  apostrophe  is  used  to  denote 
y<issive  ease  of  nouns  and  of  a  fe\<'  pronouns. 

' '•  .  teiTt>rs,  y<;//;/*j  hat,  AVri'  Yortc' s  streets,  the  city  of   Itatti- 
i'j:i:iniL-nts. 

-A  :i.  /irit/it?r  s  share,  either^  s  money,  the  other  s  house,  ot  tiers* 
'  ^//    oiui'  s  hat. 
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LETTEES  AKTt   CILAltACTEBS. 


8T8TEM8  OP  TYPE. 


THE  OLiD  SYSTEM. 

133.     Until   a    few  years    ago    there  was  no  genen 

standard  for  the  sizes  of  type.     There  were,  indeed,  certai 
well  known    kinds  of    type,    such    as  long;  primer,    pica^fl 
brevier,  nonpareil,  etc.;  but  even  when  their  names  viert 
alike,  they  were  always  sliyhtly  different  in  size  if  made  at  ' 
different  foundries.     No  founder  could  be  relied  upon  to 
keep  his  names  and  sizes  constant  from  year  to  year.     The 
result  was  that  if  pica,   for  example,  bought  at   different  • 
foundries,  was   mixed  and   set  together,  neither  linep  nor 
columns  could  be  made  of  exactly  the  same  length.     As  the 
printers  phrase  it,  the  type  would  not  "justify."   To  prevent 
letters,  words,  and  even  whole  lines  from  dropping  on  t  after  a 
form  of  type  was  "locked  tip"  for  printing  from  it,  much  tedi- 
ous and  troublesome  filling  in  with  bits  of  paper  and  cardboard,- 
was  necessary.    So  serious  were  the  obstacles  to  taste,  expedid^ 
tion,  and  economy  in  printing,  that  the  Tj-pe- Founders'  Asse 
ciation  of  the  United  States  finally  adopted  the  scale  of  siw 
now  known  as  the    "Point"   system.     The  system  leavetfl 
little  to  be  desired.     The  old  names  are  no  longer  used,  I 
except  in  a  historical  way,  or  for  purposes  of  comparison   ■ 
with  the  new  names.     It  makes  no  difference  now  where  a 
printer  buys  his  type,  for  the  output  of  all  foundries  will 
"justify"  when  set  together.    Then,  again,  the  strips  of  type 
metal  called  "leads,"  by  which  the  distances  between  linesl 
may  be  varied,  are  regulated  in  thickness  by  the  system  oil 
points.     As  a  consequence,  the  length  of  one  page  may  be 
made  exactly  equal  to  that  of  another,  no  matter  how  many 
sizes  of  typf  may  compose  them.      Since  many  persons  do 
not  nnderstand  this   system    thoroughly,  although  it  !b  of 
much  interest  and  importance,  an  explanation  in  detail  is 
given  here. 
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TIIE   "POINT"    SYSTEM. 

1S3.  The  fundamental  unit  of  measure  of  this  system 
is  the  "point."  To  obtain  this,  a  length  of  35  centimeters 
(almost  exactly  If  inches)  is  divided  into  990  equal  parts. 
A  point  is,  therefore.  .03.514  centimeter,  or  .01^8+  inch. 
This  is  taken  among;  printers  as  ^j  of  an  inch,  but  in  reality, 
it  is  less  by  about  j^^t  °^  ^"  inch.  This  is  used  to  measure 
the  height  or  dorfy  of  type.  Thus,  3-ix>int  type,  which  is  the 
smallest  type  made,  is  very  nearly  j*-^,  or  ^'j,  of  an  inch  high ; 
so  that,  if  -^4  lines  of  such  type  be  set  without  "leads" 
between  the  lines,  they  will  occupy  I  inch,  very  nearly,  in 
the  length  of  the  page.  Of  8-point  tj-pc,  the  "body"  is  ^, 
or  ^  of  an  inch;  !l  lines  of  this,  without  leads,  would  make 
1  page-inch.  Similarly,  G  lines  of  13-point,  4  lines  of  18-point, 
3  lines  of  24-point,  etc.  would  each  fill  a  page-inch.  Hence, 
generally,  if  72  be  divided  by  the  points  that  measure  a  given 
kind  of  type,  the  quotient  will  show  the  number  of  unleaded 
lines  to  a  page-inch.  (It  must  be  remembered  that  an  inch 
is  not  exactly  72  points,  but  7^-4C-|-  points.) 

The  various  kinds  of  type  made  under  the  "point"  system 
correspond  more  or  less  nearly  to  the  kinds  with  old-fashioned 
names.  This  correspondence  is  shown  in  the  table  below. 
Of  these,  the  standard  of  measurement  was  />ica,  and  this  is  so 
very  closely  represented  by  12-point,  that  the  name  pica  is 
now  used  among  printers  to  mean  12-point,or  typewith^of  an 
inch  body.  The  thickness  of  leads  and  the  length  of  lines  arc 
estimated  in  pica  size.  Thus,  leads  are  spoken  of  as  Jf-io-pica, 
6-to-pica,  etc.,  meaning  that  4,  6,  etc.  leads  equal  pica  thick- 
ness— 12  points,  orjof  aninch.  Hence,  one  C-to-pica  lead  is  3 
points,  or  j'j  of  an  inch  in  thickness.  Again,  a  page  24  picas 
wide  is  24  times  \  of  an  inch,  or  4  inches  in  width. 

Under  this  system,  "justification,"  even  when  manydiffer- 
ent  sizes  of  type  are  used,  is  no  longer  difficult  or  wasteful 
of  time,  as  was  the  case  under  the  old  system.  If  properly 
set  and  "locked  up,"  no  type  will  slip  from  place  or  fall  out, 

The  point  system  would  be  perfect  if  the  thickness  of  type 
as  well  as  the  height  or  width  of  body  were  in  points  also. 
This  is  not  yet  the  case  generally,  but  doubtless  it  soon  will 
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be,  fnr  at  least  one  foundry  is  now  advertising  type  made  by 
the  "  point -set "  or  "lining"  system.  This  means  the  estab- 
lishment of  a  point  ratio  between  the  height  and  the  width 
of  type.  The  foundry  referred  to  makes  its  Roman  type  so 
as  to  have  a  certain  point-width  for  each  letter  or  character 
as  well  as  a  point-height. 

Thus,  10-point  f,  i,  j,  1,  i,  etc.  are  each  3  points  wide;  s,  z,  j, 
etc.  are  4  points;  a,  g,  o,  v,  y,  etc.  arc  4^  points;  and  so  on. 

When  this  is  done  for  type  of  all  sizes,  and  done  in  the 
same  way  by  all  type  foundries,  and  when  (juads  and  spaces 
are  made  from  the  point  as  a  unit,  the  point  system  will  be 
practically  perfect 

134.  Olil  8tylo  and  Point  Sizes.— The  following  table 
gives  the  old  names  of  type,  with  their  approximate  value  in 
points: 


Points,  STrV/     Lines 
JJearly!   ".t'S!"*'    to  Inch. 


Raman. 


Paragon 

G  roat  Piimci' 

English 

I'ii-a 

SMinll  Tim 
I K  I'riiiK-t 


l:l.ir 
1J.4 

10  to  IS 


I 
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MISClIIiliAKEOUS   MARKS. 

135.  Many  different  marks,  named  and  unnamed,  are  in 
use  among  printers.  The  most  important  of  these  are  placed 
here  in  alphabetical  order  for  convenience  of  reference. 

136.  Accents.^There  are  three  marks  of  accents;  the 
acute  ('),  the  grave  f),  and  the  circumflex  (^,'^,'^).  The 
acute  is  the  accent  most  frequently  used.  It  denotes  that 
the  vowel  or  syllable  above  or  after  which  it  is  placed  is  to 
be  pronounced  with  a  marked  stress  of  the  voice ;  as, 
a-cu'-men.  This  accent  is  either  primary  as  shown  above  or 
secondary  {").  The  secondary  acute  accent  is  used  to  denote 
a  less  marked  stress  of  the  voice  than  the  primary  requires ; 
as,  ac-ccn" -tu-a' 'Hon.  The  grave  accent  denotes  a  falling 
tone ;  or  it  may  show  that  a  vowel  not  usually  sounded  is  to  be 
pronounced  in  a  certain  word.  This  frequently  happens  in 
poetry;  as, 

•'  Caesar's  ambition  shall  be  glanced  at" 

The  circumflex  denotes  that  a  vowel  is  to  be  sounded  with 
both  a  rising  and  a  falling  inflection,  as  in  sarcasm  or  irony. 
It  is  also  used  to  mark  a  long  vowel,  as  inpire, 

137.  Apostrophe. — The  apostrophe  (*)  is  used  (rt)  to 
indicate  an  omission;  as,  ^V;/,  and  (b)  to  denote  the  posses- 
sive case ;  as,  vian's  duty,  Moses* s  sayings. 

138.  Brace. — The  brace  \  }  is  used  in  grouping. 

the  sea.         )  [<»  —  (^  +  0]  ~  ^  f         Coin  \  silver 

I  copper 

139.  Brackets. — The  brackets  [  ]  are  used  for  enclosing 
other  characters,  indicated  pronunciations,  matter  inserted 
in  sentences  but  not  closely  connected,  ^nd  for  many  other 
purposes. 

140*     Caret. — The  caret  Q  marks   the  insertion  of  a 

a 
word  or  a  letter  accidentally  omitted ;  as,  seprate^  Honesty  is 

best 
thCfJfolicy. 


Homes 
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141.  Cedilla. — ^The  cedilla  (  f  )  is  a  mark  placed  under 
the  letter  c  when  it  occurs  before  a^  o^  or  u^  in  some  Romance 
tuignages.  It  indicates  that  ^  is  to  be  sounded  like  5\  as» 
gtrpm^  facade ^  Franqois. 

14S.  Blereste. — ^A  dieresis  ( ** )  placed  over  the  second 
of  two  adjacent  vowels  shows  that  they  belong  to  separate 
syllables;  as,  zoology^  aerate.  This  mark  is  usually  omitted; 
as»  cooperate^  zoology^  reiterate. 

143«  Ditto  Marks. — ^These  marks  ('')  are  used  to 
denote  that  something  is  to  be  understood  as  repeated  from 
immediately  above.  When  any  word  or  expression  with  its 
accompanying  punctuation  is  to  be  repeated,  the  fact  is  indi- 
cated by  writing  ditto  marks  instead  or  by  writing  do.  The 
wocd  ditto  is  the  Italian  form  of  the  Latin  dictum,  ^*a  thing 
that  has  been  said.  *'  This  abbreviation  is  much  used  in  book- 
keeping. Excepting  its  punctuation,  it  is  usually  repeated 
for  each  separate  part  of  an  expression ;  or,  it  may  stand  for 
an  entire  expression.     The  following  will  illustrate: 

Creditor  by  investment,  February  1,  1898,  91,801.25 

••       ••  )  net  gain,  "        ••     "  298.88 

Jan.  8.  To  48  yd.  Union         ginghams,  @  .125.  ^-^ 

••         »•   60    *•    Amoskcag        do.  ••.15.  9.00 

144«  KUIpsls. — There  are  several  kinds  of  marks  that 
slenoto  ellipsis  or  omissions.  The  principal  of  these  are  the 
follow  in^j: 

V*  *  *  *  *)»( ).  ( );   as.   The    ?••••••  s 

K»niK'rlY  lH»longed  to  S n,   but  they   have  been  ceded  to  the 

V- d  i^ s,  owing  chiefly  to  the  vigorous  action  of  Admiral 

l^  y, 

145«  Kniplin^ls. — Special  attention  to  a  statement  is 
g>elH^^ally  denoted  by  an  index,  or  fist  (  fs^  ).  The  term 
*^rtst"  is  preferred  among  printers;  indeed,  they  rarely  use 
the  v*ld  name,  index. 

t40«  Hyphen. — Tho  hyphen  (-)  has  several  uses:  (1) 
to  wnuect  the  elements  of  compound  words,  as,  for  instance, 


§20    PUNCTUATION  AND  CAPITALIZATION.        45 

good-natured ;  (3)  to  denote  the  syllabication  of  words; 
as,  re-al-i-ty;  (3)  to  show  that  a  word  is  unfinished  at  the 
end  of  a  line  (see  Art.  143  for  an  example). 

147.  Pampri-aph. — The    paragraph    ( ^  )    is    used    in 

manuscript  to  denote  that  the  matter  following  it  should 
be  separated  by  an  interval  from  what  precedes. 

148.  Marks  of  Quantity.— These  are  (1)  the  macron 
(~),  used  to  denote  the  long  sound  of  a  vowel;  s&,  fate, 
(3)  the  brcv£  (  "  ),  denoting  the  short  sound  of  a  vowel;  as, 
dlomlc ;  the  double  [  "  J,  to  denote  common  or  doubtful 
quantity;  as,  shone,  eat. 

149.  Keferenpo  Marks.^IjCttersand  numbers  are  now 
generally  preferred  for  referring  to  notes  or  other  matter 
not  strictly  belonging  in  the  text.  The  following  were 
formerly  much  used  for  tliis  purpose :  («)  the  star,  or  asterisk 
(•);  (i)  the  dagger,  or  obelisk  (f);  (r)  the  double  dagger  (J); 
(rf)  the  section  (g);  {e)  the  parallel  (J);  (/)  the  paragraph 
(1).  When  references  are  sufficiently  numerous  on  a  page 
to  exhaust  these  marks,  they  may  be  doubled;  as  (ff),  (gg), 
etc.  The  section  and  paragraph  were  formerly  much 
employed  to  indicate  subdivisions  of  subject  matter. 

IffO.  Tilde. — This  mark  ("")  is  placed  above  n  in  Span- 
ish words  to  denote  that  it  is  to  be  sounded  like  ny:  as, 
senor  [pro.  si'Hyor'\,  mafiana  [pro.  man-yah' -nali\,  camn. 


USE  OF  CAPITALS. 


CAPITALi    T.ETTaillW. 

151>     In  order  to  give  distinction  to  certain  words,  larger 

letters  called  eapitals  may  be  employed  as  initials.  Before 
the  invention  of  printing,  when  books  were  made  entirely 
by  writing,  the  first  or  head  (caput,  "head  ")  letters  nf  prin- 
cipal divisions  were  generally  embellished,  and  were  larger 
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and  more  conspicuous  than  those  forms  ordinarily  used. 
The  matter  from  one  capital  to  the  next  was  a  chapter 
{capitulum^  from  caput). 

In  the  German  language  every  noun  formerly  began  with 
a  capital  letter,  but  in  late  German  literature  this  usage  is 
falling  into  discredit.  Indeed,  the  excessive  use  of  embel- 
lishment in  printing  is  offensive  to  refined  taste,  just  as  it  is 
in  the  matter  of  dress  and  many  other  things.  A  very  good 
general  principle  in  such  matters  would  be :  Too  little  decora- 
tion is  better  than  too  much;  the  best  taste  is  the  simplest. 


RULE  JAV. 

1 62.  Headings. —  Title  pages  of  books,  headings  of  essays 
and  cliapters,  and  of  magazine  and  fiewspaper  articles,  should 
be  tvholly  in  capitals. 

So  many  varieties  of  display  type  have  been  devised  of 
late  years  that  printers  often  use  them  where  plain  capitals 
would  be  in  better  taste. 


RUI^i:  L,V. 

1  53,  First  AVortls. — Begin  with  a  capital^  the  first  word 
of  a  note,  letter,  legal  or  other  docuuuni;  of  a  written  or 
printed  essay,  preface,  tract,  lecture,  magazine  or  newspaper 
article;  of  a  book,  chapter,  section,  or  paragraph;  of  every 
direct  quotation  or  question,  and  of  every  line  of  poetry. 

15-1.  After  the  initial  capital  of  the  first  word  in  a 
o^xnunent  of  the  kinds  indicated  in  the  rule,  the  remainder 
o:  :hc  wonl  is  usually  printed  in  small  capitals.  If  the  first 
\*vi\l  is  an  article  or  other  short  unim])ortant  word,  the 
?5.'v''.*fx;  a!s^>  should  be  in  small  capitals.  The  following  are 
ii;.c«i\.icvl  :o  represent  such  first  words: 

v.*nl  n  •.i;.vti  A  lime  there  was  a  j^^reat  kinj^  etc.^ 
V  x>\\s«Mv:  cnticism  upon  the  use  and  abuse  of  etc. 
'\'  ?>  Vu^  Richanl  was  returninj^  from  Ihc  II<>ly  Land  etc. 
•  T.v.N..u*K>  1;*  XH>w  as  weU  settled  as  it  will  pro])ably  etc. 


\  ■ . . , 
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155.  This  same  use  of  capitals  and  small  capitals  is  now 
increasingly  common  in  the  subdivisions  of  chapters.  The 
following  heading  and  subdivisions  of  a  chapter  are  copied 
from  a  book  lately  published  by  a  firm  widely  known  for  its 
excellent  taste  in  the  usages  of  good  printing. 

CHAPTER  XI. 

(Heading)  COMPOUND   WORDS. 

'  General  Principles 
(Subheads)  .   Compound  Nouns  Made  of  Two  Nouns 

Some  Words  Used  as  Inseparable  Suffixes 


IIULE  L.VI. 

156.  Examples  and  Numbered  Items, — Begin  with 
capitals  the  initial  words  of  examples  and  of  numbered  items 
if  they  are  complete  sentences. 

A  proverb  is  a  wise  saying;  as,  Honesty  is  the  best  policy. 

157.  When  items  arc  mere  words,  phrases,  or  clauses  of 
no  special  prominence,  capitals  are  unnecessary. 

Letters  are  divided  into  two  classes;  (1)  vowels,  (2)  consonants. 
Astronomers  tell  us  (1)  that  the  surface  of  Jupiter  is  nearly  red  hot; 
(2)  that  it  is  incapable  of  supporting  organic  life ;  (3)  that  etc. 

In  technical  and  other  treatises,  subjects  of  chief  interest, 
when  given  as  numbered  items,  require  capitals. 

In  the  following  chapter  we  shall  treat;  (1)  of  Exjwnents,  (2)  of 
Radical  Quantities,  (3)  of  etc. 

With  respect  to  matters  that  belong  under  this  rule,  lisage 
is  by  no  means  imiform.  Taste  and  consistency  must  deter- 
mine what  is  best  in  each  case. 


RULE  L.VII. 

158.     Quoted  Titles. — /;/  quoting  titles  of  books,  essays^ 

poems y  etc,  capitalize  nounSy pronouns,  adjectives  {not  articles), 

verbs  and  adverbs, 

Whitney's  "Life  and  Growth  of  Language";  Tyndall's  ••Hours  of 
Exercise  in  the  Alps." 
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150.  The  foregoing  is  the  rule  in  common  use,  but  it  is 
often  inexpedient  in  practice.  A  late  writer  gives  the  fol- 
lowing rule  as  better  than  that  given  above: 

In  headings  capitalize  all  important^  emphatic^  and  coH' 
irasied  words. 

When  it  is  remembered  that  a  common  usage  is  not  to 
capitalize  prepositions^  conjunctions^  and  articles^  the  need 
for  the  rule  just  given  will  be  seen,  in  titles  or  heads  of 
chapters,  words  usually  unimportant  become  important  on 
account  of  emphasis^  contrast y  etc 

Acting  With  and  Acting  Against. 
Concerning  the  Use  of  "A"  and  "An." 
Should  it  be  '•  Of"  or  ••  From  "  ? 


WTiE  liVIII. 

160.  Names  of  Deity. — Names  and  titles  of  God  and 
Christ  should  begin  with  capitals, 

Jehovah,  Father,  Creator,  Son  of  God,  Almighty,  Supreme  Being, 
First  Cause,  Infinite  One,  etc. 

161  •  Adjectives  used  with  names  of  Deity  require  no 
capitals  unless  they  are  to  be  regarded  as  a  necessary  part  of 
the  names.     Hence, 

The  all-wise  Father,  the  divine  Master,  the  merciful  Father.  Lord 
Gixl  omnipotent. 

The  following  are  taken  from  a  recent  edition  of  the  Bible : 

Lord  GckI  Almij^hty  (in  address),  the  Most  High,  the  Holy  One.  the 
King  of  glory,  the  GikI  of  heaven,  I  am  the  good  shepherd,  that  great 
Shephenl,  the  God  of  peace,  Son  of  man.  Lord  of  lords  and  King  of 
kings,  etc. 

These  will  serve  to  show  that  modifying  phrases  should 
not  in  general  be  capitalized. 

A  pronoun  having  as  antecedent  some  name  of  Deity 
need  not  for  that  reason  alone  be  capitalized.  This  is  done 
to  an  absurd  extent,  especially  in  printed  hymns  and  prayers. 
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RUL£  L.IX. 

16!3,  Roman  Numerals. — Numbers  required  in  refer- 
ring to  passages  in  books  are  sometimes  denoted  by  capital 
letters, 

Spencer's  "  Sociology."  Vol.  II,  Part  V.  Chap.  VIII,  §  4d4.  p.  409. 

Later  usage  seems  to  prefer  small  letters. 

Whatley's  "Logic,"  book  ii,  ch.  iii.  §  v.  p.  118. 

References  to  passages  in  the  Bible  are  now  generally 
given  in  the  following  manner: 

I  Ki.  3:1;  Judg.  8:8-10;  Matt  7:9.  12-15;  12:8-15. 


BUIA  I^X. 

163.  Proper  Names. — Begin  all  proper  names  with 
capitals, 

Albert.  Napoleon,  Russia,  the  Pacific,  August,  Saturday,  Easter. 

164.  When  a  name  is  made  tip  of  two  or  more  elements 
one  of  which  is  an  ordinary  class  name,  only  the  specific 
element  should  be  capitalized. 

The  Arctic  ocean,  the  Spanish  main,  the  Dead  sea,  Aleutian  islands. 
Yukon  river.  Decoration  day,  the  sabbath  day  or  the  Sabbath  day. 
Wall  street.  Fifth  avenue,  etc. 

Usage  in  this  matter  is  by  no  means  uniform,  but  economy 
in  the  use  of  capitals  is  generally  better  than  the  opposite 
practice.  In  naming  streets,  well  known  buildings  or  other 
structures,  it  is  common  to  begin  eveiy  element  with  a 
capital. 

Washington  Avenue,  Park  Row,  Brooklyn  Bridge,  Bunker  Hill 
Monument,  etc. 

165.  When  the  specific  element  of  a  geographical  name 
follows  the  generic,  and  no  article  precedes,  both  should 
usually  begin  with  capitals;  as,  Lake  Como^  Mt,  Washington^ 
Rio  Grande  (rio  =  river),  Cape  May^  etc.  But  we  should 
write,   the    river   ThameSy   the   lake   Victoria   Nyanza^   the 
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peninsula  ot  Arabia,  the  slau  ot  Ntxu  Jersey,  the  land ot  the 
Midnight  Sun  ov  midiiig/il  sun,  the  /and  at  Nod,  of  bondage, 
ai  promise,  etc. 

Words  denoting  direction,  when  used  to  name  coiinlriesor 
districts,  should  have  initial  capitals. 

They  live  in  the  South,  the  trappers  of  the  A'ortktvcst,  the  Orient, 
the  Oiciilent,  the  Levant,  the  Far  West,  the  Boreal  regions,  etc. 

166.  The  names  of.  the  chief  of  the  evil  spirits  and  the 
placesand  charactersof  mythology  should  begin  with  capitals 
when  they  arc  used  strictly  as  proper  names;  the  same  is  true 
of  the  constellations;  as,  Satan,  Zeus,  Pluto,  f fades,  Gehenna, 
Shcol,  Venus,  Soniniis,  Belial,' Orion,  Libra,  Elysium,  etc. 

Exceptions  to  this  are,  devH,  heaven,  hell,  paradise, 
purgatory,  pandemonium,  and  some  others  of  very  freciuent 


167.  When  a  compound  word  contains  an  clement 
derived  from  a  proper  noun,  that  clement  should  begin 
with  a  capital  only  when  a  hyphen  precedes. 

Antichrist  or   antichrist,   post-Humeric,   Preraffaelite, 


168.  Satred  Wrltliiffs. — lixpressions  used  to  denote 
writings  regarded  as  snered,  or  any  portion  of  such  luritiiigs, 
should  be  •.i.-rillen  ',\'ith  initial  eapitah. 

Tlic  Hi)ly  Bible,  the  CikkI  ll.H.k,  the  Saereil  Scriptures,  the  OH 
Ttst;imcnt,  the  Pentateuch,   thu  Koran,   the  Zend-Avesta,  the  Vedas. 


Hl'l.K  I.Till. 

1  00.  Deri  vat  I  (HIS  fi-om  l»ropop  Names. —  Words 
derived  from  proper  names  generally  begin  with  capitals. 

Hebraic,  Jovian.  Romance,  Brahminic,  Teutonic,  Mohammedan, 
Spanish,  Elizabethan,  etc. 

170.  Many  words  derived  from  proper  names  arc  now 
written  with  small  initials. 


§  20    PUNCTUATION  AND  CAPITALIZATION.        51 

Damask,  china,  simony,  stentorian,  herculean,  tantalize,  hector, 
philippic,  boreal,  argosy,  cyclopean,  hermetical,  epicure,  cashmere, 
champagne,  oceanic,  hymeneal,  mercurial,  volcanic,  etc. 

The  names  of  the  elements  and  of  minerals,  whether 
derived  from  proper  names  or  not,  should  begin  with  small 
letters;  as,  gallium^  scandium^  danaitey  caledonite^  etc. 


RULE  Lxm. 

1 7 1  •  Zoological  Names.- — /;/  writing  the  double  seien- 
tijic  flames  of  animal  organisms^  only  the  first  of  generic 
element  should  be  capitalized. 

Crotalus  horridus  (rattlesnake),  Sahno  clarkii  (trout  of  Columbia 
river). 

Even  when  a  variety  term  is  added  it  should  always  be 
written  with  a  small  initial. 

Athyaferina^  var.  americana  (Red-headed  Duck). 


RULE  LXIV. 

172.  Botanical  Names. — Generic  names  in  botany 
should  akvays  begin  with  capitals^  and  specific  names  also^  if 
they  are  derived  from  proper  names, 

Claytonia  Virginica,  Epigcpa  refiens,  Fragaria  Virginiana^  var. 
Illincenisis. 

173.  It  is  unfortunate  that  there  should  be  a  difference 
in  the  matter  of  capitalization  between  botanical  and  zoologi- 
cal names.  But  it  should  be  noted  that  some  standard 
works  are  abandoning  initial  capitals  for  specific  names  in 
botany.  Thus,  in  Loudon's  ** Encyclopedia  of  Botany" 
specific  terms  derived  from  the  names  of  countries  are 
written  without  capitals;  as,  persica^  japonica^  calif  or  nica^ 
jamaicensiSy  chinensis^  etc.  This  is  as  it  should  be,  and  it 
is  to  be  hoped  that  the  usage  in  botany  may  soon  conform 
with  that  in  zoology.  Specific  botanical  terms  derived  fiom 
the  names  of  persons  are,  however,  generally  capitalized. 
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174*    Bexsoniflcatlon. — In    vivid  personification^    the 
ijud  tumn  should  begin  with  a  capital. 

'With  eyes  upraised,  as  one  inspired. 
Pale  Melancholy  sate  retired."— Ci;///>fj. 
And  Melancholy  marked  him  for  his  own.*'— ^ra^. 

This  usage  is  less  common  now  than  formerly,  and  is 
confined  almost  entirely  to  poetry.  Even  there,  the  best 
writers  employ  it  but  rarely.  The  following  seem  better  as 
their  authors  give  them,  and  *yet  the  personification  is  strong 
in  each: 

**  Friends  depart,  and  memory  takes  them 
To  her  caverns,  pure  and  deep." — Bayly. 

*' Moping  melancholy, 
And  moon-struck  madness.** — Milton. 

It  was  formerly  the  rule  to  capitalize  the  following:  nature^ 
the  seasons — springs  summer^  autumn^  winter^  timc^  the 
kemrs^  dawn^  nighty  the  graces^  the  muses^  music^  and 
many  other  inanimate  things,  especially  in  poetry.  This, 
however,  is  not  now  considered  in  the  best  taste,  unless 
the  personification  is  peculiarly  strong. 


RULE  L.XVI. 

176.  Terms  Deflned. —  ]Vords  to  be  defined  or  explained 
are  either  capitalised  or  printed  in  heavy  type  or  in  Italic, 

A  Verb  is  a  word  etc.  A  verb  is  a  word  etc.  A  pronoun  is  a 
word  that  denotes  persons  or  things  without  naming  them. 

Under  this  rule  may  be  included  ordinary  words  occurring 
in  the  body  of  the  text,  and  regarded  as  of  extraordinary 
importance. 

The  region  was  in  the  heart  of  Ethiopia  near  the  source  of  the  river 
Zaire.  Over  the  region  there  brooded  a  Presence — a  Shadow,  weird, 
intangible,  oppressive. 

It  should  be  remarked  that  this  is  one  of  the  tricks  or 
devices  employed  in  what  has  been  contemptuously  called 
**  fine  writing. "  For  true  excellence  the  ordinary  resources  of 
expression  are  always  sufficient  [see,  however,  rule  LXVIIIJ. 
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RUXE  liXVII. 

176,  Titles. — Titles  of  honor ^  respect ^  and  office  should 
begin  with  capitals. 

His  Honor  the  Mayor,  His  Excellency  the  Governor,  Your  Royal 
Highness,  Dear  Sir.  My  dear  Madam,  etc. 

When  used  in  a  specific  sense,  as  in  rules,  reports,  and 
documents,  such  words  as  president^  chairman^  directors^ 
committee^  school^  institution^  congress^  etc.  should  be  cap- 
italized; in  ordinary  generic  use,  small  letters  should  be  used. 

Official  or  honorary  titles,  when  prefixed  to  proper  names, 
should  have  initial  capitals. 

Professor  Whitney,  President  McKinley,  Admiral  Dewey,  Governor 
Roosevelt,  Peace  Commissioner  Schurman,  Pope  Leo,  Secretary  of 
State  John  Hay. 

Prefixed  terms  denoting  mere  relationship  should  begin 
with  small  letters;  as,  cousin  John ^  aunt  Mary,  uncle  Smith. 
When,  however,  these  words  do  not  denote  real  but  official 
relationship,  as  is  the  case  of  officials  in  the  Roman  Catholic 
church,  capitals  are  required;  as.  Brother  Azarias^  Sister 
Dorcas,  etc. 

RULE  LXVIII. 

177.  Important  Words. —  Words  and  expressions  that 
for  any  reason  are  of  special  importance,  are  capitalized  in 
the  same  manner  as  quoted  titles. 

Such  are  the  following: 

(a)     Events. 

The  Siege  of  Troy,  the  War  of  the  Rebellion,  the  War  of  the  Span- 
ish Succession,  Battle  of  Manila  Bay. 

{b)     Epochs. 

The  Renaissance,  the  Age  of  Stone,  the  Reformation,  the  Christian 
Era, 

{c)     Pheno7nena. 

The  Milky  Way,  the  Gulf  Stream,  the  Aurora  Borealis,  the  Midnight 
Sun. 

When  such  matters  are  introduced  informally,  and  without 
obvious  intention  to  emphasize  their  importance,  unneces- 


"^ 


PUNCTUATION  AND  CAPITALIZATION.     §  2(1 

sary  capitals  are  to  be  avoided.  It  is  by  discriminating 
carefully  in  such  cases  that  a  writer  may  show  his  good 
taste. 

HULK    LXIX. 

178,  I  and  O. —  The  pronoun  I  and  the  interjection  0 
should  always  be  capitals. 

The  interjection  ok  should  not  be  written  with  a  capital, 
unless,  as  is  often  the  case,  it  begins  a  sentence  or  a  line  of 
poetry. 


LETTER  WRITING. 


(PART  1.) 


HISTOBICAIi  INTEODUCnON". 


But  words  are  things,  and  a  small  drop  of  ink. 
Palling,  like  dew,  upon  a  thoaght,  produces 
That  which  makes  thousands,  perhaps  millions,  think. — Byron, 

1,  The  antiquity  of  letter  writing  is  undoubted.  Since 
the  very  existence  of  an  organized  form  of  government 
depends  on  means  of  communication  between  the  governing 
power  and  the  governed,  the  sovereign,  from  the  very 
remotest  antiquity,  has  kept  himself  in  touch  with  the  minis- 
ters of  his  power  and  the  agents  of  his  authority  by  means  of 
letters.  Nor  is  there  any  room  for  doubt  that  commerce 
extended  its  influences  and  multiplied  its  benefits,  even  in 
the  earliest  ages,  by  like  means.  Learning,  too,  diffused 
its  blessings  not  only  within  the  confines  of  one  state  or 
country,  but  through  various  countries  by  means  of  letters 
exchanged  between  learned  men  and  their  disciples  or 
admirers;  while  the  ties  of  friendship  and  of  kindred  were, 
no  doubt,  also  maintained  and  strengthened  by  letters 
despatched  from  city  to  city,  from  port  to  port,  from  coun- 
try to  country. 

The  civilization  of  ancient  Egypt  was  strikingly  benefited 
by  this  system  of  intercommunication  between  community 
and  community,  individual  and  individual.     The  Phenicians 
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carried  their  commerce  and  letters  to  every  portion  of  the 
known  world.  The  Greeks,  who  surpassed  in  point  of  cul- 
ture all  other  peoples  of  antiquity,  held  close  communication 
with  one  another  ;  and  by  means  of  letters  the  various  Greek 
colonies  of  Asia  Minor  and  of  Italy  were  kept  closely  bound 
in  thought,  in  trade,  and  in  tongue  to  the  motherland.  The 
Roman  empire  owed  much  of  its  strength  to  its  unrivaled 
system  of  roads,  spreading  throughout  its  vast  extent,  thus 
bringing  its  furthermost  dependencies  into  close  contact  with 
the  imperial  city  on  the  Tiber.  "We  know  from  Gibbon  and 
other  historians  that  the  Roman  government  maintained  fre- 
quent and  regular  communication  with  its  representatives 
in  all  the  provinces.  We  know,  also,  that  the  men  of  letters, 
who  flocked  to  Rome  from  every  part  of  the  empire,  kept 
themselves,  by  means  of  epistolary  communication,  at  the 
command  of  disciples  in  every  city  yielding  obedience  to 
Roman  sway.  The  literary  remains  of  antiquity  show,  with 
remarkable  unanimity,  that  the  learned  men  of  old  excelled 
as  letter  writers. 

Herodotus  mentions  that  a  system  of  couriers  existed  in 
the  Persian  empire,  and  Xenophon  states  that  post  stations 
or  houses  were  established  by  King  Cyrus.  Marco  Polo 
describes  a  similar  system  existing  in  China  in  the  13th  cen- 
tury, the  stations  being  only  three  miles  apart,  thus  securing 
great  rapidity  of  communication.  Among  the  ancient  Aztecs 
in  Mexico  a  complete  system  of  couriers  was  likewise  main- 
tained, the  stations  being  about  two  leagues  apart,  and  pro- 
viding a  rapid  means  of  communication  by  foot -messengers. 
In  all  these  cases  the  posts  seem  to  have  been  set  up  for  the 
government  service  only. 


2.  During  the  last  few  years  the  Babylonian  collection 
of  the  British  Museum  has  been  enriched  by  the  important 
addition  of  several  thousand  tablets  obtained  chiefly  by  Dr. 
Budge  during  hisexpeditions  to  the  East.  Among  the  prin- 
cipal objects  are  a  large  number  of  small  tablets,  many  of 
them  of  the  envelope,  or  duplicate,  class,  which  were  foimd 
L  at  Tell-sifr,  in  South  Babylonia,  representing  the  ancient 
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city  of  Larsa  (the  Ellasar  of  Genesis  xiv).  The  majority  of 
these  were  contracts  or  legal  documents,  but  among  them 
are  many  letters,  both  private  and  official.  This  collection 
has  been  carefully  arranged,  and  is  found  to  contain  one  of 
the  most  important  series  of  inscriptions  ever  rescued  from 
oriental  rains.  It  is  a  group  of  fifty  letters,  written  by  King 
Khammurabi,  king  of  Babylon,  who  reigned  about  2300  B.  C. , 
and  who  is  generally  identified  with  the  Amraphel  of  Genesis 
xiv.  These  tablets  are  certainly  the  oldest  known  letters  in 
the  world ;  they  belong  to  a  period  one  thousand  years  earlier 
than  that  of  the  famous  Tel-el-Amarna  tablets,  which  give  the 
private  correspondence  between  the  kings  of  Syria,  Mitanni, 
and  Babylon,  and  may  be  dated  about  1450  B.  C. 

The  position  of  these  Babylonian  letters  in  oriental  litera- 
ture is  of  extreme  importance.  They  reveal  the  existence 
of  a  regular  system  of  correspondence  between  rulers  and 
their  subordinates,  and  indicate  that  writing  was  used  not 
only  to  record  events  in  royal  annals,  but  also  for  ordinary 
purposes  ;  they  are,  besides,  manifestly  the  models  for  all  suc- 
ceeding letters,  as  in  the  case  of  the  diplomatic  correspondence 
in  the  Tel-el-Amarna  tablets.  The  present  find  is  indeed 
great ;  but  one  can  only  regard  it  as  a  prehide  to  stilt  more 
important  discoveries,  which  will  probably  put  a  new  aspect 
on  the  vexed  question  of  Hebrew  origins.  To  possess  letters 
of  the  time  of  Abraham  is  certainly  an  astonishing  result  of 
oriental  exploration,  and  one  that  far  exceeds  the  wildest 
dreams  of  those  that  first  revealed  to  us  the  buried  cities  of 
Assyria  and  Babylonia, 

3.  Frequent  mention  is  made  in  the  Old  Testament  of 
letters  sent  and  received.  In  II  Samuel  xi :  14,  we  read  that 
David  wrote  a  letter  to  Joab;  in  I  Kings  xxi:S:  "She 
[Jezebel]  wrote  letters  in  Ahab's  name,  and  sealed  them  with 
his  seal ";  in  II  Kings  v:  5,  the  king  of  Syria  said:  "I  will 
send  a  letter  unto  the  king  of  Israel";  in  II  Chronicles 
xxx:l:  "  Hezekiah  wrote  letters  also  to  Ephraim  and 
Manasseh " ;  and  in  the  6th  verse  of  the  same  chapter : 
"The  posts  went  with  letters  from  the  king";  in  Isaiah 
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xxx\-ii:  li;  "Hezekiah  received  the  letter";  and  in  JeremUh 
xxix :  1 :  "  These  are  the  words  of  the  letter  that  Jeremiah  the 

prophet  sent." 

4.  The  greatest  of  letter  writers,  the  Apostle  Paul, 
employed  at  all  times  the  flexible  yet  forceful  Greek  tongue 
in  that  marvelous  manner  which  has  made  his  words  of  life 
more  potent  and  more  fecund  in  each  succeeding  age.  Wit- 
ness, for  instance,  how  in  his  letter  to  the  Romans  he  wins 
his  way  to  their  hearts  :  "  For  I  long  to  see  you,  that  1  may 
iinpart  unto  you  some  spiritual  gift,  to  the  end  that  ye  may 
be  established;  that  is,  that  I  may  be  comforted  together 
with  you  by  the  mutual  faith  both  of  you  and  me. "  Read 
his  words  of  ringing,  explicit  good  counsel  to  the  Corin- 
thians: "Now,  I  beseech  you,  brethren,  by  the  name  of  our 
Lord  Jesus  Christ,  that  ye  all  speak  the  same  thing,  and  that 
there  be  no  divisions  among  you;  but  that  ye  be  perfectly 
joined  together  in  the  same  mind  and  in  the  same  judg- 
ment." Then  turn  to  his  lucid  yet  kindly  admonition  to  the 
Galatians:  "  I  marvel  that  ye  are  so  soon  removed  from  him 
that  called  you  into  the  grace  of  Christ  unto  another  gospel : 
which  is  not  another;  but  there  be  some  that  trouble  you, 
and  would  pervert  the  gospel  of  Christ." 

5.  In  the  early  ages  of  Christianity  the  teachers  and 
preachers  of  Gospel  truth  kept  themselves  in  close  communi- 
cation with  their  followers  by  means  of  letter  writing.  This 
custom  was  maintained  long  after  pagan  persecution  had 
spent  its  fury. 

In  the  monastic  ages,  letters  from  one  religious  bouse  to 
another  kept  the  brethren  of  each  order  in  communication 
with  their  superiors,  and  with  those  living  under  the  same 
rule  in  other  portions  of  Europe.  There  are  numerous  evi- 
dences of  letters  in  these  troublous  times  from  bishops  to 
their  flocks,  from  abbots  to  their  subjects.  The  clergy  were 
among  the  principal  letter  writers,  and  the  mendicant  friars 
among  the  chief  letter  bearers  of  those  days.  The  era  of  the 
reformation  gave  the  world  a  new  impulse  towards  letters, 
which  the  discovery  of  printing  had  already  quickened. 
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From  what  has  been  already  stated,  it  maj  easily  be 
inferred  that  the  germ  of  the  modem  postal  systems  of  the 
world  is  to  be  looked  for  in  the  earliest  organized  systems  of 
the  government  couriers.  When,  or  under  what  precise  cir- 
cumstances, such  an  establishment  was  first  made  available 
for  the  carriage  of  the  letters  of  private  persons,  there  is  no 
satisfactory  evidence  to  show.  That  there  must  have  been, 
even  in  early  limes,  a  connection  more  or  less  authorized 
between  the  transmission  of  public  and  of  private  correspond- 
ence is  highly  probable. 

In  several  Continental  states  the  universities  had  inland 
postal  establishments  of  a  rudimentary  sort  at  an  early  date. 
The  University  of  Paris,  for  example,  organized  a  postal 
service  almost  at  the  beginning  of  the  13th  centur>-,  and  it 
lasted,  in  a  measure,  until  the  year  1719.  In  various  parts 
of  England  mercantile  guilds  and  brotherhoods  were  licensed 
to  establish  posts  for  commercial  purposes.  But  everywhere 
— as  far  as  accessible  evidence  extends — foreign  posts  were 
under  state  control.  As  early  as  the  middle  of  the  13th 
century  entries  occur  in  the  wardrobe  accounts  of  the  kings 
of  England  of  payments  to  royal  messengers  for  the  convey- 
ance of  letters  to  various  parts  of  the  country. 


6.  The  rise  of  the  postal  service  in  England  may  be  said 
to  date  from  the  accession  of  James  I.  The  new  royal 
orders  of  1603  directed  (1)  that  the  postmasters  at  the  vari- 
ous Stages  should  enjoy  the  privilege  of  letting  horses  to 
"  those  riding  in  post  with  horn  and  guide,"  by  commission 
or  otherwise,  and  to  that  end  they  were  charged  to  keep  or 
have  in  readiness  a  sufficient  number  of  horses ;  (i)  that  the 
lawful  charge  for  the  hire  of  each  horse  should  be,  for  public 
messengers,  at  the  rate  of  2^.  a  mile.  Finally,  it  was 
directed  that  every  postmaster  should  keep  at  least  two 
horses  for  the  express  conveyance  of  government  letters,  and 
to  forward  such  letters  within  a  quarter  of  an  hour  of  their 
receipt,  and  that  the  posts  should  travel  at  the  rate  of  not 
less  than  seven  miles  an  hour  in  summer,  and  five  miles  in 
winter. 
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Between  the  date  of  the  accession  of  James  and  the  dale 
of  the  Act  of  Anne,  various  systems  of  postal  communi<:a- 
tions  were  established  under  the  authority  of  the  govern- 
ment. Among  the  persons  prominent  in  postal  affairs 
during  this  period  were  James  and  Charies  Stanhope,  who 
were  appointed  jointly  to  the  postmastership  of  England  in 
16II7;  John  Hill,  who  in  1653  placed  relays  of  post  horses 
between  York  and  London  and  reduced  the  former  postal 
rates  by  one-half;  and  William  Dockura  and  Robert  Murray, 
who  jointly  established  the  famous  penny  post  in  London. 

The  Act  of  Anne  consolidated  the  various  postal  systems 
in  the  British  empire,  reorganized  the  chief  letter  office  of 
Edinburgh,  Dublin,  and  New  York,  and  settled  new  offices 
in  the  West  Indies  and  elsewhere.  It  established  rates  of 
single  postage;  viz.,  English,  3t/.  if  under  80 miles,  and  4if.  if 
above,  and  Gd.  to  Edinburgh  or  Dublin.  Nine  years  after 
the  passing  of  the  Act  of  Anne  the  cross-posts  were  farmed 
to  the  well  known  Ralf  Allen,  inventor  of  the  cross-roads 
postal  system.  Allen's  improvements  were  so  successful 
that  he  is  said  to  have  netted,  during  forty-two  years,  an 
average  profit  of  nearly  ;fiia,000a  year. 

The  first  important  impulse  to  the  development  of  the 
latent  powers  of  the  post  office,  both  as  a  public  agency  and 
as  a  source  of  revenue,  was  given  by  the  shrewdness  and 
energy  of  John  Palmer.  His  notice  was  attracted  to  the 
subject  in  October,  1782.  So  habitual  were  the  robberies  of 
the  post  that  they  came  to  be  regarded  by  its  officials  as 
among  the  necessary  conditions  of  human  aflfairs.  At  this 
period,  in  addition  to  the  recognized  perils  of  the  roads,  the 
postal  system  was  characterized  by  extreme  irregularities  in 
the  departure  of  mails  and  delivery  of  letters,  the  average 
speed  being  about  three  and  one-half  miles  an  hour.  Palmer 
suggested  that  by  building  mail  coaches  of  a  construction 
expressly  adapted  to  run  at  a  good  speed,  by  furnishing  a 
liberal  supply  of  horses,  and  by  attaching  an  armed  guard  to 
each  coach,  the  public  would  be  greatly  benefited  and  the 
post  revenue  increased.  The  experiment  was  made  in 
August,  li84,  and  its  success  exceeded  all  expectation. 
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The  interval  between  the  development  of  Palmer's 
improved  methods  and  the  still  more  important  reform, 
twenty-seven  years  later,  by  Sir  Rowland  Hill,  is  chiefly 
marked  by  the  growth  of  the  packet  system,  and  by  the 
investigations  of  the  revenue  commissioners  of  1821)  and  the 
following  years. 


7.  The  beginning  of  a  postal  service  in  the  United  States 
dates  from  1639,  when  a  house  in  Boston  was  employed  for 
the  receipt  and  delivery  of  letters  for  or  from  beyond  the 
seas.  In  1673  the  government  of  New  York  colony  estab- 
lished "a  post  to  go  monthly  from  New  York  to  Boston  " ; 
in  1702  it  was  changed  to  a  fortnightly  one.  A  general  post 
office  was  eE'.ablished  and  erected  in  Virginia  in  1692,  and  in 
Philadelphia  in  1693.  In  1789,  when  the  post  office  was 
transferred  to  the  new  federal  government,  the  number  of 
offices  in  the  thirteen  colonies  was  only  about  seventy-five. 

The  following  are  the  leading  events  in  the  history  of  the 
American  postal  service:  The  negotiation  of  a  postal  treaty 
with  England  (184*!);  the  introduction  of  postage  stamps 
(1847);  of  stamped  envelopes  (1852);  of  the  system  of  regis- 
tering letters  (lS5,i);  the  establishment  of  the  free-delivery 
system  and  of  the  traveling  post-office  system  (18)13);  the 
introduction  of  the  money-order  system  (1SC4);  of  postal 
cards  (1873);  and,  between  the  last  two  dates,  of  stamped 
newspaper  wrappers,  and  of  envelopes  bearing  requests  for 
the  return  of  the  enclosed  letter  to  the  writer  in  case  of  non- 
delivery; the  formation  of  the  Universal  Postal  Union  (1873) ; 
the  issue  of  "postal  notes"  payable  to  bearer  (1883);  and 
the  establishment  of  a  special-delivery  system  (1885),  in 
which  letters  bearing  an  extra  10-cent  stamp  are  delivered 
by  special  messengers  immediately  on  arrival. 

The  number  of  post  offices  in  the  United  States  is  larger 
than  in  any  other  country;  but  as  regards  the  number  of 
persons  employed  the  United  States  takes  third  rank.  The 
United  States  provides  a  post  office  for  every  1,003  persons, 
while  in  Great  Britain  the  proportion  is  one  to  every  2,105 
persons.     The  following   table  shows  the  progress  of  the 
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United  States  postal  system  during   the  past  thirty-threel 
years: 

UNITED  STATES  POST-OFFICE  STATISTICS. 


Number 

Extent  of 

Number 

of  Post 

?ost  Routes 

of  Post 

Post  Route* 

Fiscal  Yea 

r.  Offices. 

in  Miles. 

Fiscal  Year 

Offices. 

Id  Miles. 

lSt>5.  .  . 

.    20,5.50 

142,340 

1886.  . .  . 

53,614 

366.667 

1870. . . 

.    28,492 

331,23a 

1887. . . . 

55,157 

373.148 

isrs. . . 

.    35,547 

277,873 

1888. . . . 

57,281 

•403,977 

1876. . . 

.   36,383 

381,798 

1889.  . . . 

58,999 

•416,159 

1677. . . 

.   37,345 

292,820 

1890.  . . . 

62,401 

427,991 

1878. . . 

.   39,258 

301,966 

1891.... 

64,329 

439.027 

1879. . . 

.    40,855 

316.711 

1892.  . . . 

67,119 

447,591 

■  1880.  . . 

.    42,989 

343,888 

1893... 

68,403 

453.833 

1881... 

.    44,512 

344,006 

1894. . . . 

69,805 

454.746 

18«2.  .  . 

.   4(i,231 

343,618 

1895. . . . 

70,064 

456,026 

J883. . . 

.    47,863 

353,166 

1806.  . . . 

70,360 

463,313 

1884. . . 

.    60,017 

359,530 

1897. . . . 

71,022 

470,033 

1885. . . 

.    51,252 

365,251 

1898.  . . . 

73.570 

480,462 

In  1898,  the  revenue  of  the  department  was  «89,012,(n8j 
the  expenditure,  ♦98,033,523;   amount  paid  for  salaries  aim 
postmasters,  *17,4GI),621 ;  amount  paid  for  transportation  of  1 
the  mail,  «51,780,283. 


DEFINITION  S:  ITVrPORTAKCE  OF  LETTER  | 
WRITING. 

8.     A  letter  is  a  written  or  printed  communication  from  I 
one  person  to  another  person  or  other  persons. 

Co rrespo ml e  nee  may  be  defined  as  the  act  of  communi- 
cation by  means  of  letters. 

There  are  two  well  defined  classes  of  letters:  (1)  firhiatf^^ 
or  persona/,  letters,  which  are  of  direct  interest  only  to  thof 
to  whom  they  are  addressed;  {%)  public,  or  open,  letters,  which, 
though  addressed  to  some  particular  person,  are  of  genera 
interest  and  are  intended  for  the  public. 

•  Includes  mail,  messenger,  and  special  office  service.  Of  the  whole 
number  of  post  offices  at  the  close  of  the  fiscal  year.  June  30,  18B8, 
S,8ie  were  Presidential  offices  and  69,754  were  fourth-class  offices. 


g  21  LETTER  WRITING.  9 

Private  letters  may  be  di>nded  into  two  general  classes; 
viz. ,  huiness  letters  and  social  letters. 

Business  letters  are  those  relating  to  business  affairs,  such 
as  are  written  by  merchants,  bankers,  lawj'ers,  manufactur- 
ers, etc. ,  in  connection  with  their  occupation  or  profession. 

Included  under  business  letters  are  the  so  called  official 
letters,  those  written  to  or  by  persons  holding  official  posi- 
tions or  public  office.  Such  letters  are  those  written  by 
army  and  navy  officers,  presidents,  governors,  and  heads  of 
departments  of  a  national  or  state  government. 

Sootal  letters  are  those  written  to  relatives,  friends,  and 
£K:quaintances.  and  which  originate  in  social  and  personal 
relations  rather  than  in  business  relations.  They  include 
domestic  or  family  letters,  letters  of  congratulation,  letters 
of  condolence,  letters  of  introduction,  in  short,  all  letters 
prompted  by  friendship  or  affection. 

Pnbllc  letters  are  chiefly  essays  on  political  and  state 
affairs.  They  are  given  to  the  public  through  the  medium 
of  newspapers  and  magazines,  and  are  usually  addressed  to 
the  editor,  though  sometimes  an  open  letter  is  addressed  to 
some  noted  public  character.  The  leading  daily  newspapers  in 
New  York,  Philadelphia,  and  Chicago  publish  weekly  public 
letters  from  their  Washington  and  London  correspondents. 


9.  The  Importance  of  letter  >vrltliig,  both  in  business 
and  as  an  educational  accomplishment,  cannot  be  overesti- 
mated. Business  must  to  a  large  extent  be  transacted  by 
means  of  correspondence;  and  one  of  the  leading  requisites 
to  business  success  is  the  ability  to  discharge  the  important 
duties  pertaining  to  correspondence  in  a  manner  satisfactory 
to  all  concerned. 

Samuel  Smiles  says:  "Attention,  application,  accuracy, 
method,  punctualitj-,  and  despatch,  are  the  principal  quali- 
ties required  for  the  efficient  conduct  of  business  of  any 
sort."  These  business  qualities  have  in  business  corre- 
spondence a  very  large  field  of  action. 

Business  habits,  cultivated  and  disciplined,  are  found  alike 
useful   in   every  calling,    whether    in    politics,    literature. 
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aaeam,  or  art  The  best  literary  work  has  been  done  by 
nen  CTStcmatically  trained  in  business  pursuits — especially 
in  bustaess  correspondence.  The  same  industry,  applica- 
tkn,  economy  of  time  and  labor,  which  have  rendered  them 
nseCuI  in  ooe  sphere  ot  employment,  have  been  found 
eqaalty  available  in  another.  The  business  man  must 
icnmnber  that  it  is  by  his  correspondence  that  he  must,  to 
a  bzge  extent,  be  judged.  For  the  young  man  entering,  or 
aboat  to  enter,  on  a  business  career  this  is  a  consideration 
oi  vital  importance.  The  young  man  that  has  already  fluent 
—d  accurate  command  of  langua^  is  very  soon  recognized 
business  circles,  but  by  his  fellow  citizens  gen- 
His  letters  speak  for  him.  He  acquires  the  respect 
lenceof  those  from  whom  he  purchases,  theesteem 
if  kheee  to  whotn  be  sells,  and  rapidly  secures  the  favor  of  all 
his  neighbors. 

To  the  artisan,  also,  the  art  of  letter  writing  is  of  inesti- 
auble  ralue.  By  its  means  he  may  not  only  keep  in  touch 
with  his  fellow  man  in  all  the  fraternal  relations  of  social 
hfe.  but  may  benefit  himself  by  being  thus  enabled  to  express 
himself  ort  paper  with  clearness  and  conciseness.  He  may 
have  an  application  to  make  for  promotion  or  advancement 
in  salary.  The  mechanic  who  can  set  forth  in  a  letter,  cor- 
lectly  and  cvmciscly,  his  demands  and  purposes,  stands  much 
Bearer  to  piroi»i>tion  and  increase  of  salary  than  one  who 
cwtsot  do  so.  The  mechanic  known  to  be  qualified  in  this 
directujo  is  certain  lo  be  called  on  by  his  fellow  workmen  to 
occupy  positions  of  trust  and  responiiibility,  either  in  their 
fntonxil  organi»lions,  or  in  the  civic  community  of  which 
he  formsapart. 


THK  TR.VMEAVORK  OF  THE  LETTER. 

Hk  lutTotluetory  ReiiiHi-k,— In  this  section  we  shall 
dc«L  chicdv  with  the  arrangement  of  the  various  essential 
pMHsthal  make  up  the  structure  or  framework  of  the  let- 
t^^  and  with  "Jw  P.>rmalitics  to  be  observed  in  writing  and 
-a«&Unt!  the  lettw.      The   proper   formation   of   sentences. 
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paragraphs,  etc  and  the  construction  of  the  body  of  the 
letter  in  accordance  with  rhetorical  rules  will  recei%'e  con- 
sideration under  "Invention  and  Expression." 

Before  entering  upon  a  description  of  the  parts  of  k  letter, 
we  shall  consider  briefly  the  materials  used  in  letter  writing. 


^  11.     Tarlet 


MATEItlALS. 


11.  Varieties. — Of  the  many  varieties  of  paper  manu- 
factured, comparatively  few  are  considered  suitable  for 
correspondence.  In  general,  also,  the  style  of  paper  depends 
in  some  degree  on  the  character  of  the  correspondence; 
paper  suitable  for  business  letters  is  not  always  permissible 
for  social  letters. 

Formerly  nofe  paper,  that  is,  paper  with  four  pages  to 
the  sheet,  was  largely  used  both  in  business  and  social 
correspondence ;  at  the  present  time,  however,  nearly 
all  business  letters,  in  this  country  at  least,  are  writ- 
ten on  Ulter  paper,  which  is  made  only  in  single  sheets. 
Probably  the  change  from  note  paper  to  letter  paper 
was  due  largely  to  tJie  introduction  of  the  typewriting 
machine. 

In  social  correspondence,  note  paper  is  still  used  almost 
exclusively.  The  style  and  sizes  generally  used  are:  bitUt, 
4  in.  X  6  in. ;  commercial  note,  5  in,  X  8  in, ;  and  packet  note, 
about  5  J  in,  X  9  in.  The  latter  variety  is  much  used  by  gen- 
tlemen. Letter  paper  varies  in  size  from  8  in.  X  10  in.  to 
9  in.  XH  in.  For  short  business  letters,  smaller  sizes 
(5ia.X8  in.,  5^  in.xS^in.,  corresponding  to  commercial 
note  and  packet  note)  may  be  used.  It  may  be  noted  that  a 
sheet  of  8"  X 10*  letter  paper  when  once  folded  makes  a  sheet 
of  5'  X  8*  commercial  note. 

Never  use  less  than  a  full  sheet  of  paper  no  matter  how 
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INK. 

16.     The  ink  should  flow  freely  and  permit  the  formatioi^ 
of  distinct  lines  and  characters.     Black  ink  is  now  almost 
universally  used  in  all  correspondence,  and  it  is  considered 
in  much  better  taste  than  colored  inks,  one  of  the  objections 
to  the  latter  being  their  liability  to  fade.     Letters  that  are 
to  be  copied  are  written  with  a  special  ink  called  copying 
ink,  which  will  give  one  or  more  copies  of  the  letter  when  it  is 
placed  in  the  letterpress.     In  contact  with  moisture,  copjang— 
ink  smears  and  spreads;  it  should  never  be  used,  therefore»> 
for  letters  that  are  not  to  be  copied. 


PARTS   OF   A    LETTER. 

17,  The  essential  parts  of  a  letter  are: 

1.  The  heading,  including  date. 

2.  The  address. 

3.  The  salutation. 

4.  The  body. 
fi.     The  complimentary  close. 

6.  The  subscription,  or  signature. 

7.  The  superscription,  or  outside  address. 
The  incidental  parts  are : 
1.     The  postscript,   with  its  continuations  or  iteration! 

paulo-postscript ,  post-paulo-postscript,  and  so  oi 

3.  The  nola  bene. 

8.  The  enclosure. 

4.  The  stamp. 
6.     The  return  directions. 
The  address  and  salutation  together — when  the  address  fi 

placed  at  the  top  of  the  letter — constitute  the  introduction*  I 

The    complimentary    close    and     subscription — and    the! 

address  when  placed  at  the  close  of  the  letter— <:onstitutel 

the  cont-lusloii. 

18.  General  Fomi. — The  following  letter  shows  ' 
usual  arrangernent  of  the  various  parts  of  r~  -—*'—' 
business  letter: 


§  21  LETTER  WRITING.  15 

(Heading  and  Date.*) 

640  Sewell  St.,  Portland,  Maine, 

Feb.  22,  1899. 
(Address.) 

Mr.  John  W.  Playfair, 

President  First  National  Bank, 

558  Jackson  Boulevard, 

Chicago,  IlL 

(Salutation.) 

Dear  Sir: 

(Body.) 

Mr.  George  Williams  of  your  city  has  called  to  interest  me  in  the 
purchase  of  a  large  tract  of  timber  and  mining  lands  in  Northern  Wis- 
consin. Mr.  Williams  impresses  me  favorably,  and  his  propositions 
appear  quite  reasonable  on  their  face. 

I  have,  however,  deferred  giving  him  a  final  answer  till  I  hear  from 
you  regarding  his  standing  in  business  circles  m  Chicago.  He  speaks 
of  you  as  an  acquaintance,  and  since  I  claim  you  as  a  friend,  your 
advice  will  be  as  welcome  as  it  must  be  valuable. 

(Complimentary  Close.) 
I  am,  dear  Sir, 

Very  sincerely  yours, 

(Sigfnature.) 

William  Hutcheson. 


THE  HEADING. 

19,  The  heading  includes  both  the  place,  which  is  the 
address  of  the  writer,  and  the  time  of  writing;  as,  **540 
Sewell  St.,  Portland,  Maine,  Feb.  22,  1800."  The  word 
**  date  "is  correctly  used  in  this  technical  sense  when  we 
say,  **Your  letter  dated  Portland,  Maine,  Feb.  22,  1899,  is 
received. " 

In  business  letters  the  heading  should  usually  occupy  two 
lines;  in  social  letters  it  may  occupy  two  or  three  and  some- 
times four  lines — two  or  three  for  the  place,  and  one  for  the 
time.  If  the  heading  is  short,  it  may  be  written  in  a  single 
line  as  shown  in  Form  1,  following.  As  a  rule  it  is  advisable 
to  use  as  few  lines  as  is  possible  without  making  the  head- 
ing look  crowded  and  awkward.  The  use  of  many  lines  in 
either  heading,  address,  signature,  or  superscription  is  to  be 
avoided. 

In  business  letters  the  heading  should  begin  about  1  inch, 
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and  in  social  letters  2  inches  from  the  top  of  the  page,  not 
far  from  the  middle  of  the  line,  and  should  end  at  or  veiy 
near  the  right  margin. 

Printed  forms  of  a  more  or  less  elaborate  and  ornate  desigi 
are  so  much  in  use  for  business  letter  headings  that  no  cast-^ 
iron  rule  can  be  laid  down  to  govern  the  precise  form  of  the 
heading.  In  these  printed  forms  the  heading  sometimes 
occupies  several  lines  and  often  contains  some  brief  state- 
ment or  statements  explanatory  of  the  purposes,  standing, 
and  claims  of  the  firm  making  use  of  the  forms. 

It  is  easy  to  see  that  the  items  of  place  should  be  in  tli»i 
order  mentioned— the  larger  following  the  smaller,  the  conrfl 
lainer  following  the  contained. 

As  to  time,  the  form  most  generally  employed 
America  is,  "  Feb.  22,  189!)."  We  cannot,  however,  see  007! 
valid  objection  to  the  form,  "22  Feb.  1830,"  often  used  iai 
Great  Britain  and  the  British  colonies. 

All  letters,  notes,  cards,  missives  epistolary  of  every  kind,  1 
should  be  dated.     To  omit   the  date  is  or  may  be  an  incon-  f 
venience,  and  therefore  a  breach  of  propriety;  in  business  it'i 
is  sheer  impertinence,  and  everywhere  vulgar.     In  repljHng  T 
to  an  luidated  missive,  especially  if  a    business   letter,  it  is  J 
proper  to  call  attention  to  the  absence  of  a  date,  in  some  way, 
so  that  if  it  were  an  inadvertence,  the  wTiter  may  avoid  the 
error  next  time,     A  business  letter  in  reply  to  an  undated 
one  may  very  properly  begin  in  some  such  way  as  this:    "  In 

reply  to  your  favor  without  date  just  received "  ;  and  to  a  I 

second  from  the  same  source:   "In  reply  to  your  datelessJ 
letter  just  received ." 


20.  Punctuation. — The  various  parts  of  the  headin] 
are  separated  by  commas;  a  period  is  placed  after  t 
abbreviation  and  at  the  end  of  the  heading.  All  impop 
tant  words  of  the  heading  begin  with  capital  letters.  Th» 
numeral  indicating  the  day  of  the  month  should  not  be  fol 
lowed  by;/,  J/,  or /A  when  the  year  is  written:  thus,  "MaySiJ 
Iftilft,"  insteiid  of  "  May  3d.  1889."  In  such  an  expression  a 
"Your  letter  of  the  16th  inst,  is  at  hand,"  the  suffix  is  add) 
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21.  Specimens  of  Headlng^s. — Various  forms  of  head- 
ings are  shown  in  the  following: 

Form  1. 

Flint,  Mich.,  June  3,  1S97. 

Form  2. 

Elsie,  Clinton  Co.,  Mich., 

Dec.  20,  1805. 

Form  3. 
623  Washington  Ave., 

SCR ANTON,  Pa., 

Jan.  5,  1899. 
Form  4. 

Lithia  Springs, 

Shelbyville,  Illinois, 

July  4,  1898. 

Form  5. 

PENNSYLVANIA. 

office  of  the 

Secretary  ok  the  Commonwealth, 

Harrisburg. 

October  22,  1898. 

In  case  the  writer  and  his  correspondent  live  in  the  same 
city,  the  subjoined  form  may  be  used : 

Form  6. 

628  Jefferson  Ave., 

March  1,  1899. 

Sometimes  the  name  of  the  residence  of  the  writer  is  alone 

used,  as: 

Form  7. 

Elm  Park, 

March  9,  1899. 

In  the  case  of  brief  and  informal  notes  from  one  person  to 
another  in  the  same  town,  it  is  quite  customary  and  regular 
to  use  as  a  heading  only  the  day  of  the  week ;  for  instance, 
**  Tuesday,"  or  ** Thursday,"  or  whatever  the  day  of  the  wri- 
ting may  be.  This  simple  date  may  be  placed  at  the  top  or 
at  the  lower  left-hand  comer  of  the  letter  or  note. 
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PoKu  a 


DXAN  pAPAt 

I  sball  see  you  tomorrow,  t 


THE  INTERNATIONAL  CORRESPONDENCE  SCHOOLS 

of  Scranton,  Pa..  U.  S.  A. 
Industrial  Science  taugbt  by  Mail. 

SckANTON.  Pa.,  it.  S.  A. 

Mar.  34. 18M. 

Form  10. 
;,  L.  Kellogo  &  Co., 


Dec.  2fl.  18». 

32.  Date  at  the  Eml  of  a  I^ett^r.— The  writing  of  the 
place  and  date  at  the  lower  left  corner,  though  quite  admis- 
sible, and  in  some  places  customary  in  the  matter  of  social 
letters,  is,  in  the  case  of  business  letters,  annoying  to  those 
that  desire  to  note  at  once  the  date  of  the  letter.  It  ts 
better  not  to  indulge  in  any  eccentricities  in  such  matters. 
For  people  that  have  nothing  else  to  do,  it  may  be  allow- 
able; but  busy  people  do  not  have  time  to  look  in  unusual 
places  for  headings,  addresses,  signatures,  etc. 

Here  is  an  example  of  the  heading  placed  at  the  end  of  a 
social  letter; 

Your  very  sincere  friend, 

ANiJKtw  Jackson  Smith. 
920  Jackson  Boulevard.  Chicago,  111.. 
April  6.  1899. 


") 


TirE   ADDRESS  AND  SALT7TATIOW. 

33.  The  address  wlren  complete  contains  the  name, 
title,  and  residence  of  the  person  to  whom  the  letter  is  sent. 
The  sniutatton  is  the  greeting,  as  "  Dear  Sir,"  "Sir,"  "  My 
dear  Gtiorge,"  and  the  like,  with  which  it  is  usual  to  begin 
a  letter. 
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An  example  of  a  complete  introduction  is  shown  in  the 
letter  of  Art.  18.  The  first  line  contains  the  name  and  title, 
"Mr.  John  W.  Playfair"  ;  the  third  and  fourth  lines  contain 
the  residence,  "558  Jackson  Boulevard,  Chicago.  III."  By 
the  term  residence  we  do  not  necessarily  mean  the  private 
residence  of  a  person,  but  the  place  where  he  gets  his  mail; 
in  other  words,  the  post-oifice  address.  The  residence  given 
in  the  address  should  be  the  same  as  that  given  in  the  super- 
scription or  the  address  on  the  envelope.  Additional 
remarks  upon  this  point  will  be  found  under  the  heading 
"  Superscription. " 

When  a  persou  holds  a  distinctive  office  or  business  posi- 
tion, the  address  is  made  more  definite  by  including  this 
office  or  position.  In  the  example  given,  the  gentleman 
addressed  is  president  of  a  bank ;  hence,  this  fact  is  indicated 
by  the  second  line,  "  President  First  National  Bank,"  This 
feature  of  the  address  is  shown  in  forms  4  and  5. 

In  business  correspondence  the  address  should  never  be 
omitted.  The  envelope  may  be  torn  or  thrown  away,  and 
the  letter  must  be  consulted  for  the  address  to  the  reply. 
Every  business  letter  should  contain  the  full  address  of  both 
the  writer  and  the  person  to  whom  the  letter  is  written. 

24.  The  Salutation. — What  the  salutation  shall  be  must 
be  determined,  of  course,  by  the  relation  between  the  writer 
and  the  party  addressed.  Our  most  formal,  private,  or 
unofficial  salutations  are  "Sir  "and  "Madam."  These  are 
ahnost  impersonal,  and  belong  to  such  persons  as  we  may 
wish  to  accost  with  civility.  In  the  correspondence  from 
Government  offices,  in  Washington  and  elsewhere,  these  are 
the  regular  salutations  used  to  persons  without  official  titles, 
and  to  many  with  such  titles.  In  like  manner,  Sir  is  the  cor- 
rect salutation  to  use  in  addressing  the  civil  officials  of  the 
Government,  both  general  and  state,  that  have  no  special 
title  inherent  in  the  offices  they  hold.  The  rigid  brevity  of 
the  formal  Sir  is  being  replaced,  gradually  though  slowly, 
in  both  official  and  private  correspondence,  by  "  Dear  Sir"  ; 
and  this,  eventually,  if  it  ever  supersede  Sir,  must  do  so  by 
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gniaaJlj  taking  on  the  meaning  that  Sir  now  has.  When 
Sir  is  the  salutation,  the  complimentary  close  should  be 
"  Years  respectf  oily, "  or  something  correspondingly  distant. 
These  forms  are  the  ones  most  frequently  used  in  our  Gov- 
etmnent  correspondence,  bothci\-il  and  militaiy.  The  usage 
al  Washington  Is  followed  generally  in  the  Government  sub-  , 
offices  throughout  the  country',  so  that  it  is  safe  to  use  Sir  in 
•11  such  cases. 

The  epistolary  plural  of  Sir  is  "  Gentlemen,"  and  this  has 
its  French  Mfssiiurs — always  abbre\-iated  "  Messrs." — as  a 
correlative.  Messrs.  is  restricted  in  use  as  "Mr."  is,  and 
should  rarely,  if  ever,  be  used  alone  in  place  of  Gentlemen, 
snd  for  the  same  reason  that  Mr.  is  so  restricted.  It  is 
accordingly  incorrect  to  use  Messrs.  as  the  salutation  of  a 
letter,  in  place  of  Gentlemen,  or  Dear  Sirs.  Between  firms 
the  salutation  should  be  Gentlemen,  with,  under  special  cir- 
cumstances of  rare  occurrence.  Dear  Sirs;  the  complimentary 
close — which  must  always  correspond  to  the  salutation — 
should  be  Yours  respectfully,  or  something  equivalent  to  it 

The  character  of  the  salutation  should  correspond  with  the 
writer's  relation  to  the  person  addressed.  Strangers  may  be 
addressed  as  "Sir,"  "Dear  Sir,"  or  "Madam";  acquaint- 
ances,  as  "Dear  Sir,"  "Dear  Mr.  Smith,"  "Dear  Miss 
Franklin."  eta  Friends  maybe  addressed.  "Friend  May- 
nard,"  "Friend  Margaret,"  "Dear  Friend,"  "My  dear 
Eaton,"  etc.  Near  relatives  and  intimate  friends  maybe  | 
addressed  as  "My  dear  Father,"  "My  dear  Edward," 
"  DeJiresl  Mary,"  etc.  Good  taste  will  usually  dictate  the 
proper  salutation  in  any  given  case. 

25.  Position  of  the  Address.— The  address  is  placed  | 
either  at  the  beginning  or  at  the  end  of  the  letter.  In  this  ] 
connection  the  following  rules  should  be  observed: 

1.  In  tmsimss  letters,  the  address  should  be  placed  at  the 
beginning  of  the  letter,  preceding  the  salutation, 

2.  In  official  letters,  the  address  may  occupy  either 
position. 

3.  In  letters  not  of  a  btiainess  nature,  the  address  should   I 
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preferably  be  placed  at  the  top,  if  the  person  addressed  is  a 
stranger  or  even  an  acquaintance  with  whom  the  writer  is 
not  intimate. 

4.  Because  of  the  formality  involved  in  placing  the 
address  at  the  top  of  a  letter,  we  should,  in  letters  to  inti- 
mate friends  or  near  relatives,  place  the  address  at  the  bot- 
tom. In  this  case,  the  introduction  consists  of  the  salutation 
alone,  as  shown  in  forms  1  and  2. 

The  proper  arrangement  of  the  address  is  shown  in  the 
specimen  addresses,  Art.  38.  The  first  line  of  the  address 
begins  at  about  J  inch  from  the  left  edge  of  the  sheet.  The 
line  should  be  the  first  or  second  below  the  date.  No  part 
of  the  post-office  address  should  be  written  on  the  first  line 
with  the  name. 

26.  Position  of  the  Salutation. — If  the  address  is 
placed  at  the  end  of  the  letter,  the  salutation  occupies  the 
position  usually  given  to  the  first  line  of  the  address.  If  the 
address  consists  of  two  lines,  the  salutation  may  be  started 
about  1  inch  to  the  right  of  the  initial  letter  of  the  second 
line  of  the  address,  as  shown  in  form  3,  When,  however, 
the  address  consists  of  three  or  more  lines,  it  is  preferable  to 
begin  the  salutation  immediately  under  the  initial  letter  of 
the  first  line  of  the  address.  See  forms  4,  5,  i.l,  0,  and  10, 
following.  Some  writers  prefer  to  begin  the  salutation 
under  the  initial  letter  of  the  second  line  of  the  address. 

27.  Punctuation. — The  items  of  the  address  are  sepa- 
rated by  commas,  and  the  address  as  a  whole,  whether  it 
contains  the  name  alone  or  the  name  and  residence,  is  fol- 
lowed by  a  period.  Thus,  in  form  7  following,  a  period,  not 
a  comma,  should  follow  the  name  "Mrs,  George  Williamson." 
The  salutation  is  usually  followed  by  a  colon,  though  fre- 
quently the  comma  is  used  instead.  The  colon  is  rather  more 
formal  than  the  comma.  If  the  body  of  the  letter  begins  on 
the  same  line  as  the  salutation  (see  form  3),  the  comma 
or  colon,  whichever  is  used,  should  be  followed  by  a  dash; 
when  the  letter  begins  on  the  line  below  the  salutation, 
there  is  no  occasion  for  the  dash,  and  it  should  not  be  used. 
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All  abbreviations  are  followed  by  perioda 

All  important  words  of  the  introduction  begin  with  capital 
letters;  but  the  word  dear  in  " My  dear  Friend"  and  like 
expressions  should  not  begin  with  a  capital. 

38.  Various  Forms  of  lutrodnction. — The  following: 
are  some  specimens  of  the  introductory  portion  of  a  letter: 

Form  1. 
Dear  Pmr,Ni>  Hii.L. 

Vour  very  much  esteemed  letter  has  given  me  genuine  satisfac- 

FORM  2. 

My    dear    IkENE, 

We  shall  expect  you  without  fail  nest  Thursday,  etc. 

Form  3. 
Mr.  John  S.  Fokden. 
Bangor.  Me. 

Dear  Sis, — In  rqjiy  to  your  favor,  etc. 

Form  4. 

T.  J.  Foster,  Esq.,  Manager,  

The  International  Correspondence  Schools, 
Scranton.  Po. 
Dear  Sih.:^I  have  the  honor  to  enclose,  etc. 

Fok.M  5. 
G.  W.  PiiKTEK  fr  Sons, 

Contractors  and  Builders, 
RochcKter.  N.  Y. 
Genti.kmen— 1  beg  to  enclose  plans,  etc. 


Form  li. 


HuNOKAHI.R    M.    S.    Qt'AV, 

U.  S.  Senator. 

Washington,  D.C. 

I  respectfully  beg  to  call  y 


Deah  MaI'AM: 

Kindly  accept  o 
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letimes  embarrassing  to  know  how  to  address  a 

1  whom  one  may  have  no  personal  acquaintance 

In  such  a  case  it  is  permissible  to  use  the  follow- 


1    ClIArMATl, 

Petersburg,  Va. 
Your  esteemed  order  of  the  15th  inst.,  etc 

Fmsmed  lady  with  whom  one  has  either  no  personal 
'  fintance  or  one  that  is  very  slight  should  bo  addressed 
Hows; 

Form  0. 


In  reply  to  your  letter  of  October  23d,  I  bog  to  say,  etc. 


THE  BODY  OF  THE  LETTER. 

S9.  The  body  of  a  letter  is  the  actual  communication. 
It  follows  the  salutation,  and  begins  on  the  same  line  with 
the  salutation  or  on  the  line  below,  according  to  the  taste  of 
the  writer.  As  a  rule,  the  body  should  begin  on  the  same 
line  if  the  address  occupies  three  or  more  lines,  and  on  the 
line  below  if  the  address  occupies  only  one  or  two  lines. 

30.  The  Margin,— On  the  left-hand  side  of  the  sheet 
there  should  be  a  blank  space  or  margin  between  the  edge 
of  the  sheet  and  the  beginning  of  the  lines  of  writing.  The 
width  of  this  margin  may  vary  from  \  inch  to  J  inch,  accord- 
ing to  the  width  of  the  sheet.  Care  must  be  taken  to  make 
the  margin  of  tmiform  width  throughout  the  length  of  the 
page.  Except  the  first  lines  of  paragraphs,  the  first  letter 
of  every  line,  including  the  first  line  of  the  address  and  the 
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salutation,  when  the  latter  is  begun  at  the  margin,  should 
start  at  the  marginal  line.  If  a  writer  has  difficulty  in  keep- 
ing the  margin  even,  the  marginal  line  may  actually  be 
drawn  with  a  lead  pencil  and  afterwards  erased.  Such  arti- 
ficial aids  are.  however,  to  be  avoided  as  much  as  possible. 
The  first  line  of  a  paragraph  should  begin  from  }  inch  to 
inch  to  the  right  of  the  marginal  line.  There  shotJd  be 
no  margin  on  the  right-hand  edge  of  the  sheet. 


THE  cx>«(cr.trsiON. 
31.     The  pompllmentary  close  follows  the  body  of  a 
letter  and  immediately  precedes  the  signature.     It  is  '"  I  am, 
dear  Sir,  Very  sincerely  yours,"    "Yours  respectfully,"  the 
Faithfully  yours,"  etc.   with  which  we  take  leave  of  our 
correspondents.     The  place  for  it  is  one  Hue  or  space  below 
the  last  line  of  the  body  of  the  letter.     It  should  generally 
begin  one  space,  or  about  J-  inch— on  letter  paper,  J  inch — 
farther  to  the  right  than  a  paragraph.    As  to  form,  the  com- 
plimentary close  should  correspond  to  the  salutation;  and 
like  the  salutation  must  depend  upon  the  relation  between 
the   two  parties  to  a  letter,  and  raust  get  its  form  from 
that  relation.    "Respectfully,"  "Very  respectfully,"  "Most 
respectfully," etc.  correspond  to"Sir,"  "Madam,"  etc.,  and 
are  the  usual  ones  for  formal  or  impersonal  correspondence 
between  individuals,  both  public  and  private.    This,  like  the 
salutation,  again,  is  to  be  softened,  warmed,  modified,  and 
tmosfonned  to  suit  the  relation  of  the  Iwo  parties.     "  Dear 
Sir"  and  " Dear  Madam"  call  for  "Yours  truly,"   "Yours 
sincerelv."      ■Yours  faithfully,"    and    so    on.     The    more 
familiar  the  sahitation  is,  the  more  so  should  be  the  corre- 
sponding complimeniary  close.     It  would  be  incongruous  if 
not  absurd,  for  example,  to  begin  a  letter  vn  lb   "Sir"  and 
diise  it  with  "Devotedly  yours,"  as  it  would,  on  the  other 
tand.  to  begin  with  "  My  dear  Friend  "  and  close  with  "Very 
^^BdinUyyoure." 

Tte  urip— ^  complimentary  close  used  by  the  officials  in 
JJaSeed  In  formal  correspondence  generally. 
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is  **  Yours  respectfully."  In  personal  letters  this  varies, 
wanes,  and  fluctuates  through  ** Yours  truly,"  ** Yours 
faithfully,"  **Ever  yours,"  **  Yours  till  death, "  and  a  pos- 
sible thousand  or  two  others,  all  growing  out  of  depth  of 
feeling  or  of  varied  relations.  In  all  cases  of  doubt,  it  is 
safer  and  in  all  respects  better  to  err  in  the  direction  of  too 
much  than  of  too  little  ceremony  or  formality  in  this  matter. 
Between  firms  in  business,  '*  Yours  respectfully,"  or  its 
equivalent  in  some  form,  is  proper  on  all  occasions,  as  is 
'*  Gentlemen  "  for  a  salutation. 

To  no  portion  of  a  letter  should  more  exact  attention  be 
given  than  to  its  termination,  for  by  no  other  portion  may 
the  writer  be  judged  more  accurately  as  to  courtesy  and  good 
breeding. 

32.  Some  of  the  most  common  forms  of  complimentary 
leave  taking  in  letter  writing  are  the  following  : 

Yours  truly,  Yours  sincerely, 

Yours  verj^  truly,  Very  sincerely  yours, 

Faithfully,  Yours  fraternally. 

Very  respectfully  yours,  Affectionately  yours, 

Yours  very  faithfully,  Your  loving  father. 

Cordially  yours.  Your  friend, 

Most  cordially  yours,  Your  affectionate  son. 
Yours  gratefully, 

33.  The  subscription,  or  sigrnature,  should  follow  the 
complimentary  close  on  the  next  line  and  should  end  at  or 
near  the  right-hand  edge  of  the  sheet. 

In  regard  to  the  signature  two  points  should  be  observed : 
(1)  write  the  name  in  full;  (2)  make  the  signature  legible. 
The  name  should  be  written  in  full,  so  that,  if  through 
unforeseen  circumstances  the  letter  is  sent  to  the  dead-letter 
office,  it  may  be  returned  to  the  writer.  Of  course,  if  a  let- 
ter contains  nothing  of  importance,  it  may  be  signed  '*  John," 
or  '*Tom,"  or  **Mary  ";  but  if  the  letter  has  any  value  to 
the  writer,  particularly  if  it  contains  money,  the  full  name 
and  residence  of  the  writer  should  be  given.  By  the  term 
full  name  we  do  not  mean  the  unabbreviated  name  ;  thus, 
a  person  by  the  name  of  George  Henry  Adams  may  properly 
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write  his  signature  "George  H.  Adams,"  "Geo.  H.  Adams," 
or  "G.  H.  Adams";  and  if  he  is  familiarly  known  as  Henry, 
he  may  write  it  "  G.  HenryAdams." 

The  writer  should,  of  course,  write  all  parts  of  a  letter 
legibly;  but  the  signature  should  receive  particular  atten- 
tion in  this  respect.  An  illegible  word  in  the  body  of  the 
letter  can  usually  be  made  out  by  its  connection  with  the 
words  precediug and  following  it;  but  there  is  no  such  assist- 
ance in  deciphering  an  illegible  signature.  The  recipient 
of  a  letter  must  use  the  signature  for  the  address  of  his  reply. 
If  the  signature  is  unreadable,  the  recipient,  unless  acquainted 
with  the  writer,  may  be  compelled  to  cut  out  the  signature 
and  paste  it  on  the  envelope. 

In  writing  to  a  stranger,  a  lady  should  indicate  by  her  sig- 
nature not  only  her  sex,  but  whether  she  is  married  or  single. 
This  may  be  done  by  prefixing  "Miss"  or  "Mrs."  to  the 
name.  If  the  writer  considers  such  a  use  of  the  title  ques- 
tionable, the  title  may  be  enclosed  in  parenthesis  ;  thus  : 
"(Miss)  Mary  Saunders."  The  Miss  or  Mrs.  should  not  be 
used  in  WTiting  to  acquaintances  or  friends. 

A  person  in  an  official  or  prominent  business  position  may, 
and  sometimes  should,  follow  his  name  with  an  indication  of 
his  position;  thus: 

Alexander  Williams, 

ChairTnan  of  EKccutive  Committee. 
Gedkoe  Lamb, 

General  Manager. 

The  address  when  written  at  the  close  of  the  letter  forms 
part  of  the  conclusion.  It  should  in  this  case  begin  at  the 
marginal  line  and  on  the  line  below  the  signature.  The 
arrangement  and  punctuation  of  the  parts  of  the  address  is 
the  same  as  when  it  is  written  at  the  top  of  the  letter  (see 
Arts.  25  and  27). 


34.  Panctuation. — The  complimentary  close  is  fol- 
lowed by  a  comma  and  the  signature  is  followed  by  a  period. 
When  the  complimentary  close  is  long  and  is  arranged  in 


V 


§  21  LETTER  WRITING.  27 

several  lines,  the  parts  are  separated  by  commas.  Each  line 
of  the  complimentary  close  begins  with  a  capital  letter.  In 
other  respects,  the  ordinary  rules  are  followed  in  the  use  <rf 

capitals. 

35.     Fonns  of  Conclusion. — For  the  student's  guid- 
ance, we  submit  some  forms  of  conclusion: 

Form  1. 

Very  respectfully  yours, 

George  Field. 

Form  2. 

Very  truly  yours, 
Cooper,  Commings  &  Co: 

PerD. 


Form  3. 


Yours  affectionately. 

Sister  Irene. 


Form  4. 

(Address  at  end.) 

I  am,  Sir.  with  much  consideration. 

Your  obedient  servant, 
Norman  Howard. 


The  Reverend  Dr.  L\Tnan  Abbott, 

Brooklyn.  N.  Y. 

Form  5. 

Very  faithfully  yours, 
W.  F.  Preston, 
Elkhart,  Ind. 

Form  6. 

I  have  the  honor  to  be, 

Your  Excellency's  obedient  servant, 
M.  C.  Cameron. 
The  Governor  of  New  York. 

Form  7. 

I  beg  leave,  Mr.  Mayor,  to  subscribe  myself  with  profound  respect, 

Yours  faithfully, 
George  Eliot. 
The  Mayor  of  New  York. 
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When  the  writer  is  personally  unknown  to  the  person  or 
firm  written  to  and  solicits  a  reply,  he  may  sign  thus: 

Form  8. 

Very  respectfully  yours, 
Alexander  Taylor, 
64  York  Street 

Or, 

Alexander  Taylor. 
64  York  St 

The  street  and  number  may,  however,  be  placed  according 
to  the  writer's  choice  at  the  head  of  the  letter. 

Form  9. 

I  beg  to  remain,  dear  Father, 

Very  affectionately. 
Your  son, 
John. 
Form  10. 

With  all  my  heart,  I  am,  my  dear  Frank, 

Your  own  Mother. 

Terms  of  affection  should  never  be  abbreviated,  as  for 
instance,  *  *  Yours  aff  *t*ly, "  for  *  *  Yours  affectionately  '* ; 
**  Your  aff.  Son,"  for  **  Your  affectionate  Son." 


THE  SUPERSCRIPTIOX. 

36.  The  supei-scription  is  the  outside  address — the  one 
written  on  the  envelope,  and  the  one  for  the  postmaster  and 
letter  carrier  to  note.  Like  the  address,  the  superscription 
consists  of  three  parts:  the  name,  the  title,  and  the  residence. 

37,  Arrangement. — The  first  line  of  the  superscription 
contains  the  name  and  title.  It  should  be  written  near  the 
middle  of  the  envelope.  If  the  person  addressed  has  an 
official  or  business  position,  this  may  occupy  the  second  line; 
othen\4se,  the  first  item  of  the  residence  will  be  placed  there. 
In  general  each  item  of  the  residence  should  occu])y  a  separate 
line,  but  if  the  superscription  is  long,  it  is  permissible  to 
write  the  abbreviation  for  the  state  on  the  line  with  the  city. 
Each  line  should  begin  a  little  distance  to  the  right  of  the 
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line  above  it,  and  the  end  of  the  last  line  should  be  near  the 
lower  right-hand  comer  of  the  envelope.  Care  should  be 
taken  to  have  the  lines  parallel  to  the  lower  edge  of  the  letter 
and  the  same  distance  apart. 

If  a  letter  is  addressed  to  one  person  in  care  of  another, 

the  words  *  *  Care  of **  may  occupy  the  second  line,  as  in 

form  11,  following. 

38.     The  accompanying   illustration   shows  a  specimen 
superscription : 


.g 

>r.h^  Mr.  John  W.  Playfair, 


President  First  National  Bank, 

558  Jackson  Boulevard, 

Chicago,  111. 


t 

: 


39.  Points  to  be  Observed. — The  residence  should  be 
fully  and  clearly  indicated  in  the  address.  Millions  of 
pieces  of  mail  matter  are  annually  sent  to  the  dead-letter 
office  because  of  careless  or  illegible  addresses.  There  are 
many  post  offices  in  the  United  States  of  America  bearing 
the  same  name,  but  situated  in  different  states.  There  is, 
for  instance,  a  Clayton,  New  York,  and  a  Clayton,  New 
Jersey;  Urbana,  Champaign  County,  Ohio,  and  Urbana,' 
Champaign  County,  Illinois.  In  such  cases  it  is  advisable 
to  spell  out  the  name  of  the  state ;  in  any  case  of  doubt,  an 
abbreviated  form  of  the  state's  name  should  not  be  employed. 

In  addressing  a  letter  to  a  small  or  obscure  town  or  village, 
it  is  advisable  to  include  the  name  of  the  county  in  the 
address.  In  the  case  of  cities  of  national  importance,  as 
Boston,  Chicago,  Philadelphia,  it  is  not  really  essential  to 
write  even  the  name  of  the  state,  though  it  is  perhaps  better 
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as  a  rule  to  include  it     It  is  always  better  to  put  too  much 
on  the  envelope  ihan  too  little. 

When  the  post  office  is  a  city,  it  is  generally  desirable,  and 
where  there  are  letter  carriers  employed,  it  is  necessary,  to 
give  the  number  and  the  street;  and  when  a  city  is  large 
enough  to  employ  carriers,  it  is  hardly,  if  ever,  necessarj-  to 
give  the  county;  as, 

A B .  Esq., 

138  Fifth  Avenue, 

New  Vork, 

N.  Y, 

In  cases  of  this  kind  it  is  as  unnecessary  to  write  No. 
before  the  figures  giving  the  number  as  it  is  in  this  case 
to  write  "City"  after  "New  York." 

In  cities,  it  is  sometimes  desirable,  in  order  to  facilitate 
rjelivery,  to  give  the  part  of  the  house;  thus: 

A B— .  Esq., 

Room  10, 

470  Tremont  St., 
Boston, 


Some  streets  contain  the  ide; 
necessary  to  add  "St."  to  it;  i 


iu  the  nai 


A B .  Esq., 

567  BroacKvay. 

New  York, 
N.  v. 

Here  "  way  "  conveys  the  idea  of  street. 
It  would  bo  absurd  to  give  all  the  points  of  an  address  at 
.he  same  time,  in  such  cases  as  this: 


Room  18, 

28  Fulton  St., 
New  York, 

New  York  Co. . 

New  York. 


It  is  the  custom  in  England  to  put  a 
number  of  a  street  and  the  name  of  it: 


lima  between  the 
"4C,  Oxford  St." 
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Theoretically,  it  would  be  better  to  reverse  the  order  of 
the  items  in  the  address;  that  is,  put  the  largest  first  and 
the  smallest  last.  The  item  needed  by  the  most  distant 
post  official — the  postmaster  that  posts  the  letter — is  the 
state,  when  in  the  states;  and  the  country,  when  the  letter 
is  to  go  abroad.  All  that  the  postmaster  looks  for  is  the 
state;  and  succeeding  officials  will  need  the  descending 
items.     A  rational  address  then  would  be : 

California, 

San  Diego  Co., 
San  Diego, 

John  Smith. 

When  a  letter  is  registered,  the  sender  writes  his  full 
address  across  the  left  margin  of  the  back  of  the  envelope ; 
and  this  is  all  that  should  ever  be  written  on  the  back,  and 
this  in  the  case  of  registered  letters  only.  To  write  **  In 
haste,"  **  Deliver  promptly, "  **  By  courtesy,"  and  the  like  on 
an  envelope  letter — addressed  apparently  to  whom  it  may 
concern,  and  it  manifestly  concerns  nobody — is  useless. 

It  was  once  thought  necessary  to  write  **  To"  before  the 
name  in  the  superscription  of  all  letters,  and  many  in 
England  and  a  few  in  America  do  so  still;  but,  except  in 
very  formal  letters,  it  is  superfluous,  and  for  that  very  good 
reason  falling  into  disuse.  In  all  official  correspondence, 
such  as  **To  the  Honorable  the  Secretary  of  State,"  the 
prefix  may  properly  be  used. 

40.  The. — This  demonstrative  appears  in  such  titles  as 
*'The  Reverend,"   **The  Honorable,"  etc.;   although  it  is, 
frequently  read  with  the  titles,  even  when  not  written  with 
them.     It  belongs  to  both  pre-titles  and  post- titles,  as  in  the 
examples  given. 

41.  Punctuation. — The  items  of  the  superscription  are 
separated  by  commas,  and  since  each  item  occupies  a  sepa- 
rate line,  there  should  be  a  comma  at  the  end  of  each  line 
except  the  last.  A  title  following  the  name  should  be  sep- 
arated from  it  by  a  comma,  and   two   or  more   titles  in 
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Form  6. 
The  Honorable 

William  Connell,  M.  C, 

Washington, 

D.  C 

A  physician  may  be  addressed : 

Form  7. 

D E ,  Esq.,  M.D.. 

Clarksville, 

Texas. 

Form  8. 

Dr.  E F . 

New  Hope, 

Kentucky. 

Form  9. 

The  Reverend 

Dr.  I.  J.  Lansing, 

Scranton,  Pa. 

Form  10. 

The  Right  Reverend 

Etiielhert  Talbot.  D.D.,  LL.D., 

Bishop  of  Central  Pennsylvania, 

South  Bethlehem,  Pa. 

It  is  now  generally  conceded  to  be  better  form  not  to 

abbreviate  the  titles  Honorable,  Reverend,  Right  Reverend, 

and  the  like. 

Form  11. 
Miss  Ethel  Armitage, 

Care  of  S.  E.  Dobbs,  Esq., 
Urbana, 
Ohia 

THE  POSTSCRIPT. 

43.    This  term  comes  from  the  Latin  post  scriptunty 

**  written  after  **;  it  is  almost  always  abbreviated  to  P.  S. 

The  ordinary  and  obvious  use  of  the  postscript  is  the 
addition  to  the  letter  of  something  thought  of  or  occurring 
after  the  letter  is  written  and  signed.  The  postscript,  how- 
ever, may  be,  and  often  is,  used  for  emphasis,  especially  in 
cases  of  diplomacy. 
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After  writings  falling  under  the  head  of  postscripts  may 
be  indicated  and  arranged  with  these  abbreviations: 
.  P.  S. — Postscript,  as  above, 

P.  P.  S. — Paulo -postscript. 

P.  P.  P.  S. — Post-paulo-postscript;  and  this  is  qmte  far 
.enough. 

Perhaps  a  better  designation  would  be : 

P.  S.— Postscript. 

2dP.  S. 

3d  P.  S. 

Try  in  genera!  to  say  what  yon  desire  to  say  in  the  body 
of  a  letter,  and  avoid  postscripts.  The  frequent  use  of  post- 
scripts lessens  their  power  for  any  special  service.  Never 
write  a  message  of  affection,  congratulation,  or  condolence 
as  a  p<wtscript;  for  what  might  be  a  compliment  or  comfort 
in  the  body  of  a  letter  may  prove  an  insult  if  written  as  a 
postscript 


44.     Sometimes  at  the  close  of  a  letter  occurs  the  form 

"N.  B."  followed  by  a  sentence  or  two,  or  even  more,  of 
some  special  significimcc.  The  words  uota  bfie  are  Latin 
and  mean  "note  well  "  or  "note  specially."  The  abbrevia- 
tion is  N.  B. — the  usual  and  almost  universal  form  in  use. 
Like  the  postscript,  the  nota  bene  follows  the  completed 
letter;  that  is,  it  comes  below  both  the  signature  and  the 
address,  and  may  come  before  or  after  the  postscript.  It 
may  rhetorically  qualify  either  the  letter  or  the  postscript. 
Like  the  i^istscript,  the  nota  bene  has  two  leading  uses. 
The  first  and  obvious  one  is  to  eall  special  attention  to  a 
point  or  a  view  of  the  matter  that  the  writer  thinks  his  cor- 
respondent may  by  inadvertence  fail  to  a|)preciatc  or  to  give 
its  due  weight  to.  The  other  use  is  to  conceal,  at  first  blush 
at  least,  in  its  apparent  emphasis,  the  real  oliject  of  the  letter; 
thus  letting  the  real  object  work  its  way  gradually — percolate, 
as  it  were — into  the  correspondent's  min<l.  The  real  object, 
in  such  ease,  must  be  a  matter  alien  to  the  subject  of  the 
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nota  bene.     This  device,  as  in  the  case  of  the  postscript,  is 

one  of  diplomacy  and  belongs  to  the  domain  of  rhetoric, 

A  nota  bene  may  have  a  postscript,  but  it  should  never 
have  a  nota  bene. 

FOLDING. 

46.  Careless  or  neglectful  folding  gives  the  letter  an 
appearance  of  disorder,  which  does  not  invite  favorable  con- 
sideration from  the  recipient.  Take  time  to  fold  your  letter 
neatly  and  carefully.  See  that  it  is  adjusted  to  the  envelope, 
and  that  no  indication  of  an  absence  of  neatness,  order,  or 
system  be  observable.  The  illustrations  here  given  show 
the  proper  methods  of  folding  for  note  sheets,  letter  paper, 
and  legal  cap. 

To  fold  a  note  sheet,  turn  the  bottom  of  the  sheet  upwards, 
making  the  crease  at 
about  one-third  of  the 
length  of  the  sheet  frora 
the  lower  edge;  then 
turn  the  top  of  the  sheet 
downwards  so  that  the 
top  edge  will  nearly  or 
quite  reach  the  crease 
first    made.       By     this  '''^'  '- 

method,  the  sheet  is  divided  in  to  three  nearly  equal  sectionsas 
shown  in  Fig.  1,  and  the  writing  on  the  first  page  is  concealed. 
The  method  of  folding  a  letter  sheet  is  shown  in  Fig.  2. 
Turn"the  bottom  of  the  sheet 
upwards  soas  to  cover  all  but 
^  inch  or  less  of  the  sheet 
and  form  the  crease  near  the 
middle  of  the  sheet.  Next 
turn  the  right-hand  edge  of 
the  paper  to  the  left,  making 
the  crease  about  one-third 
of  the  width  of  the  sheet  from 
the  rij;ht-hand  edge,  and  fold 
the  remainder  of  the  sheet 
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from  the  left  so  that  the  left  edge  will  come  about  to  the 
crease  on  the  right. 

When  an  ofiicial  envelope  is  used  for  a  letter  sheet,  fold 
the  bottom  of  the  sheet  upwards  and  the  top  downwards, 
thus  dividing  the  sheet  into  three  nearly  equal  sections. 
The  writing  will  then  be  concealed. 

The  usual  method  of  folding  a  sheet  of  legal  cap  is  shown 
in  Fig.  3.  Turn  up 
the  bottom  of  the 
sheet  so  that  the 
lower  ed?e  meets  the 
top  edge;  then  fold 
the  upper  half  of  the 
doubled  sheet  down 
over  the  lower  half. 

Small    enclosures, 
like  checks,  receipts, 
''"'■'■  etc.,  are  laid  on  the 

sheet  and  folded  with  it.  If  placed  in  the  envelope  separately, 
the  enclosure  is  liable  to  be  cut  or  torn  when  the  letter  is 
opened,  or  it  may  be  over- 
looked when  the  letter  is 
removed.  Larger  enclo- 
sures, as  invoices  and  state- 
ments, are  folded  sepa- 
rately. Fig.  i  shows  the 
proper  method  of  folding  a 
small  enclosure  in  a  letter 
sheet. 

In    folding   letters,    fake  ^"^  *" 

care  that  the  edges  are  even  and  that  the  folds  are  pressed 
down  flat  so  as  to  give  the  letter  a  tidy  appearance.  A  paper 
knife  is  to  be  preferred  to  the  thumb  or  fingers  in  making 
the  folds. 

46.     The  Insertion  of  the  I.etter. — To  insert  the  letter 

properly,  take  the  envelope  in  the  left  hand  with  the  opening 

right  and  the  face  down.     Insert  the  folded  letter 


I 
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the  right  hand,  putting  in  the  last  folded  edge  first.  If  the 
letter  is  inserted  in  this  manner,  it  can  be  removed  from  the 
envelope  easily ;  if  the  folded  edge  is  put  in  last,  the  comers 
are  liable  to  catch  when  the  letter  is  taken  out 

The  envelope  should  be  opened  by  cutting  or  tearing  open 
the  top  edge;  then  if  the  letter  sheet  has  been  properly 
inserted,  it  will,  when  removed,  be  right  side  up. 


THE   STAMP. 

47,  The  stamp  is  placed  in  the  upper  right-hand  comer 
of  the  envelope  about  iV  ^^  i  ^^^^  from  the  end  and  an  equal 
distance  from  the  upper  edge.  In  affixing  the  stamp,  take 
care  that  it  is  right  side  up  and  that  its  edges  are  parallel 
with  the  edges  of  the  envelope.  To  affix  the  stamp  care- 
lessly is  a  mark  of  disrespect  to  your  correspondent,  the 
more  so  as  it  takes  no  more  time  and  is  just  as  easy  to  put 
the  stamp  in  its  proper  place. 

Be  careful  that  the  amount  of  postage  is  sufficient;  the 
collection  of  extra  postage  at  the  delivery  post  office  is  an 
annoyance  to  both  the  postal  clerk  or  carrier  and  the  recipient 
of  the  letter. 

THE   RETURN   DIRECTIONS. 

48,  To  insure  the  return  of  a  letter  to  the  writer  in  case 
of  non-delivery,  the  name  or  address  of  the  writer  should  be 
written  or  printed  in  the  upper  left-hand  corner  or  across  the 
left  margin  of  the  envelope.  The  address  of  the  sender  on 
the  envelope  is  tantamount  to  a  request  to  return  the  letter 
if  it  fails  of  delivery  in  due  time. 

Business  houses  having  extensive  correspondence  generally 
use  special-request  envelopes.  These  have  printed  on  them 
the  address  of  the  sender  with  a  request  to  return  the  letter 
in  5  or  10  days  if  not  delivered.  The  stamped  envelopes 
furnished  by  the  post-office  department  have  a  printed  special 
request  with  a  blank  for  the  address  of  the  sender.  If  the 
return  directions  are  omitted,  the  letter,  if  not  delivered, 
must  be  sent  to  the  dead-letter  office. 
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We  subjoin  some  forms  of  return  directions  that  have 
fallen  under  our  notice.  A  simple  form  is  preferable  to  one 
more  elaborate. 


CiTV  OP  New  Yo 
Office  OP  THE  City  < 

City  Hall 


ini  to  Skckftarv  of  State, 

Helena,  Montana, 
it  delivered  within  10  days. 

SUCCESS 

COOPER  UNION, 


THE  INTERNATIONAL  CORRESPONDENCE  SCHOOLS. 


TITLES!    FORMS  OF  ADDRESS  Ain> 
SALUTATION. 


CIiASSIFICATION   OF   TlTtES. 

49.  Prellmlnarj-  Remarks. — The  proper  use  of  the 
many  titles  employed  in  address  and  cori^spondence  is  a 
subject  of  sufficient  importance  to  demand  a  somewhat  full 
treatment  in  a  separate  sectiyi.  In  this  section  we  endeavor 
to  give  the  proper  usage  in  regard  to  the  titles  of  address 
ordinarily  used  in  all  kinds  of  correspondence,  and  the 
proper  forms  of  address  and  salutation  to  be  used  in  cor- 
respondence with  those  in  official  positions. 

On  account  of  the  close  relation  existing  between  the 
United  States  and  Great  Britain,  it  has  been  deemed  neces- 
sary to  include  the  titles  of  rank  used  in  the  latter  country, 
and  the  forms  of  address  and  salutation  ordinarily  used  in 
correspondence  vnth  various  officials  and  persons  of  rank. 

50.  According  to  their  position,  titles  may  be  divided 
into  two  classes:  pre-tltles,  such  as  Mr.,  Rev.,  Dr.,  etc., 
which  precede  the  name;  and  post-titles,  such  as  Esq., 
M.D.,  Jr.,  etc,  which  follow  ^he  naine,      There  are  spnie 
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pre-titles  that  on  occasion  must  follow  the  name,  generally 
in  signatures  and  in  descriptive  mentions,  but  sometimes  in 

addresses.      5?uch  are  A B ,  General  U.  S.  A.,   or 

To  the  Reverend  Doctor  C ,  Dean  of  D .      These, 

however,  are  not  post-titles,  but  pre-titles  in  exceptional  use. 
According  to  their  use,  titles  may  be  divided  into  the  fol- 
lowing classes: 

1.  Titles  of  address,  embracing  prefixed  words  or 
phrases  attributing  rank,  office,  or  distinction,  terms  of 
respect,  either  in  direct  address,  or  in  mentioning  a  person ;  as. 
Mister,  Madam,  the  Honorable,  his  Grace,  his  Excellency. 

2.  Titles  of  honor,  such  as  belong  to  possessors  of  dig- 
nities, inherent  or  acquired;  they  include  both  nobility  and 
rank,  titles  of  courtesy,  and  official  titles  significant  of  spe- 
cial appointments  held.  Titles  of  honor  are  again  sub- 
divided into:  (a)  hereditary,  such  as  prince,  duke,  marquis, 
earl,  viscount,  and  baron,  the  six  British  titles  of  nobility; 
(^)  civil,  such  as  President,  Governor,  Senator,  Judge,  Mayor; 
(c)  naval  and  military,  as  Admiral,  Commodore,  General, 
Colonel,  Captain;  (d)  ecclesiastical,  as  Archbishop,  Bishop, 
Dean. 

3.  Titles  of  distinction  or  merit  that  are  either  (a)  life 
and  honorary  titles,  such  as  Lord,  Knight,  Lady,  or  (b) 
scholastic  titles,  which  are  degrees  and  honors  conferred  by 
scientific  schools,  colleges,  universities,  and  other  institu- 
tions of  learning,  or  acquired  in  the  practice  of  the  learned 
professions.  Regular  degrees  are  conferred  upon  those  com- 
pleting a  prescribed  course  and  passing  a  certain  exami- 
nation; honorary  degrees  on  persons  that  have  become 
distinguished  in  public  life  or  in  literary  and  scientific  studiea 


TTTIiES    OF   ADDRESS. 

61,  Mister. — The  contraction  of  this  title  is  **  Mr.  ,"and  it 
rarely  appears  in  any  other  form.  It  has  always  been  a  pre- 
title,  and  cannot  be  used  apart  from  the  name.  When  the 
occasion  arises  to  use  the  appellative  independently  and  (not 
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knowing  the  name)  alone,  we  use  Sir.  Mr,  is  the  most  com- 
mon of  all  titular  appellatives  applied  to  man.  It  is  respect- 
ful, but  it  lacks  distinction.  It  may  be — and  on  occasion 
should  be — used  in  almost  every  part  of  a  letter;  but  the 
superscription  and  address  are  the  important  points,  the  use  in 
both  being-  exactly  the  same.  The  importance  of  Mr.  in  such 
use  lies  in  its  relations  to  and  differences  from  ■'  Esquire  "  ; 
and  these  relations  and  differences  are  far  more  complex  and 
confusing  in  the  United  States  than  in  Great  Britain,  for  the 
reason  that  the  lines  of  distinction  there  are  somewhat 
closely  drawn,  while  here  they  are  not.  In  this  country  Mr. 
has  better  standing-  than  it  has  in  the  mother  countTy,  and 
the  frequent  ignorance  of  the  social  status  of  our  correspond- 
ents render  the  safer  title  Mr.  of  more  constant  use,  as  an 
epistolary  title  at  least.  As  a  pre-title  in  the  address  of 
letters,  it  is  fair  to  say,  Mr.  has  far  more  respect  shown  it  in 
America  than  in  England.  Few  Americans  have  leisure  to 
be  vexed  at  so  small  a  matter  as  that  of  being  mistered,  on 
letters  or  elsewhere.  Still,  Esquire  is  generally  felt  to  be  a 
higher  title,  and  altogethera  more  desirable  one  where  there 
is  any  feeling  or  room  for  feeling  in  the  matter.  The  plural 
of  Mr. — and  of  Esquire  as  well,  as  to  titular  use — is  "  Messrs. ," 
a  contraction  of  the  French  Mcssii-urs,  "  gentlemen." 

53.  Gentleman. — This  word  means  in  its  general  appli- 
cation any  man  of  intelligence  not  in  some  way  degraded  or 
in  disgrace.  In  Great  Britian  the  word  has  several  specific 
meanings  more  limited  and  less  flexible  than  in  America. 
The  British  rule  of  the  present  day  makes  all  men  gentlemen 
that  are  not  yeomen,  tradesmen,  artificers,  or  laborers  ;  and 
each  one  of  these  defining  words  has  several  definitions. 

53.  Esquire. — This  is  the  proper  epistolary  title  of  all 
untitled  gentlemen,  hoth  in  England  and  America.  The 
contraction  is  "  Esq.,"  formerly  "  Esqre." 

In  regard  to  Esq.  and  Mr.,  the  title  Esq.  is  somewhat  more 
restricted  in  its  application  than  is  the  title  Mr.  We  can 
apply  Mr.  to  any  man,  whatever  his  education  or  social  posi- 
tion; but  in  general,  we  restrict  the  Esq.  to  men  of  some 
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intelligence  and  social  standing;  in  their  community.  In  ad- 
dressing a  man  of  whom  we  know  absolutely  nothing  except 
his  sex,  it  is  safest  to  use  Mr.  The  title  Esq.  is  always  used  in 
addressing  in  writing  members  of  the  legal  profession  just 
as  "Dr."  is  used  in  addressing  physicians. 

54.  Master. — In  this  country  youths  of  all  classes  should 
be  addressed  in  writing  by  the  pre-title  ■ '  Master. "  The  boy 
that  we  may  accost  as  ' '  Sam  "  or  "  Dick, "  or  even  as  "  Boy, " 
is  entitled  to  "Master"  when  we  address  him  in  writing. 

55.  Mistress  is  the  pre-title  of  a  married  woman.  It  is 
almost  always  used  in  the  abbreviated  form  "  Mrs.,"  and  is 
pronounced  missis.  The  word  corresponds  very  closely  to 
"  Mister,"  and  was  derived  from  Mister,  after  that  word  had 
grown  out  of  Master ;  otherwise,  the  corresponding  form  of 
Master  would  have  been  Masteress  or  Mastrcss.  The  use  of 
Mrs.  with  the  family  name  is  generally  well  understood. 
There  is  diversity  of  usage,  however,  as  to  coupling  it  with 

a  husband's   titles;   as  in   "Mrs.   General   A ,"    "Mrs. 

Senator  B ■,"  and  the  like.     This  use  is  convenient,  but 

questionable.  The  places,  if  any,  where  i  t  may  be  used  with 
propriety  are  few.  The  plural  of  Mistress,  Mesilamcs,  is 
taken  from  the  French, 

56.  Mesdames.^The  permanent  contraction  of  this 
word  is  "Mmes."  It  is  the  plural  of  the  French  Maiiame, 
and  is  used  in  English  as  the  plural  of  '■  Mistress"  (Mrs.) ; 
just  &&  Messieurs  (Messrs.,  a  permanent  contraction  also),  the 
plural  of  the  French  Monsieur,  is  used  as  the  plural  of  the 
English  "Mister"  (Mr.). 

Any  number  of  spinsters  associated  in  a  business  firm,  in 
a  committee,  or  in  any  other  cooperative  body,  should  be 
addressed  in  aletter  by  the  pre-title  of  "Misses" ;  but  if  any  one 
of  them  rejoices  in  the  title  of  Mrs.,  then  the  pre-title  of  the 
body  must  be  Mmes.  The  salutation,  both  oral  and  written,  in 
any  case — spinsters  or  not — should  be  "Ladies."  That  is  to 
say,  if  Mrs.  A and  another  woman  or  other  women,  act- 
ing together  in  a  firm  or  other  collective  capacity,  are  to  be 
^dressed,  the  pre-title  must  be  Mmes. ;  and  the  salutation. 
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Ladies.     In  like  manner,  if  Mr.  A and  another  man  or 

other  men,  acting  as  a  iirm  or  other  collective  body,  are  to 
be  addressed,  the  pre-title  should  be  Messrs.,  and  the  salu- 
tation, "Gentlemen"  or  "Sirs." 

57,  Mlas  is  the  pre-title  of  a  girl  or  a  spinster.  Its  use 
begins  from  infancy — almost  as  soon  as  the  sex  is  distinguish- 
able. In  youth  its  masculine  is  "Master,"  and  in  adult  age 
"Mister"  (Mr.).  It  belongs  to  all  ages  and  classes.  It  is  a 
derivative  by  contraction  of  "Mistress,"  the  feminine  of 
"Mister."  The  title  "  Miss,"  in  its  adjectival  use,  is  now  a 
prefix — a  pre-title— merely,  and  cannot  be  used  as  an  inde- 
pendent appellative.  In  addressing  a  spinster,  one  must 
either  know  her  given  name  or  her  surname  ;  and  with  these 
one  may  say  "Miss  Mary"  or  "Miss  Smith."  It  is  as 
improper  to  address  a  spinster  as  "  Miss  "  alone  as  it  is  to 
accost  a  man  as  ' '  Mister  "  in  the  same  way. 

58,  Senior. — This  post-title  should  be  written — as 
indeed  should  all  titles — with  a  capital,  whether  abbreviated 
or  not.  The  abbreviation  is  "Sr."  ;  it  was  formerly  "Sen.," 
a  form  that  is  still  occasionally  used.  This  title  is  placed 
immediately  after  the  name  and  before  all  post-titles,  such 
as  "Esquire." 

59,  Junior. — This  is  the  Latin  7'««/cr,  "younger";  it 
is  always  abbreviated,  as  a  post-title  in  correspondence,  to 
"Jr."  or  "Jun."  Formerly  Jim.  was  universal,  but  now 
Jr.  is  almost  so.  This  title,  like  Senior,  comes  immediately 
after  tlie  name  and  is  separated  from  it  by  a  comma;  as, 
"A— —  B ,  Jr.,  Esq."  It  never  displaces  nor  super- 
sedes any  other  title,  but  goes  with  all.  It  denotes  the 
younger  of  two  person s^usually  father  and  son — that  have 
the  same  name.  The  older  is  designated  Senior.  Junior 
should  always  begin  with  a  capital. 

GO,  Honorable. — This  title  is,  in  this  country,  entirely 
honorary  or  given  by  courtesy  ;  and  yet  it  is  very  frequently 
used.  It  is  accorded  to  Ihe  Vice  President  of  the  United 
States  ;  to  Members  of  Congress  ;  to  Judges,  from  the  Chief 
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Justice  of  the  Supreme  Court  of  the  United  States  down  to 
the  lowest  grade  of  law  judges  ;  to  Foreign  Ministers  and 
Envoys  that  have  no  title  more  distinguished,  and  to  our 
own  representatives  abroad  of  the  first  and  second  grades ; 
to  Cabinet  Officers  ;  to  State,  Colonial,  and  Territorial  Gov- 
ernors and  Lieutenant  Governors  ;  to  Heads  of  Departments 
generally  ;  to  State  Senators  and  to  State  Senates  collect- 
ively ;  to  Sf)eakers  of  State  Houses  of  Representatives  and 
Houses  of  Delegates  ;  to  Mayors ;  and  to  most  corporate 
bodies,  with  very  little  discrimination.  The  title  is  often 
given,  by  what  seems  t;o  be  a  stretch  of  this  very  elastic 
courtesy,  to  Assistant  Secretaries,  Comptrollers  of  the  Treas- 
ury, Auditors,  Clerks  of  the  Senate  and  of  the  House,  etc. 
All  civil  officers  below  the  ranks  complimented  with  Honor- 
able are  addressed,  in  the  absence  of  official  titles,  as 
*' Esquire." 

61,  Xllght  Honorable. — This  title  belongs  to  several 
offices  in  Great  Britain,  such  as  the  Lord  Chancellor,  the 
Lord  Chief  Justice  of  the  Queen's  Bench,  the  Lord  Chief 
Justice  of  the  Common  Pleas,  the  Lord  Chief  Baron  of  the 
Exchequer,  and  Members  of  the  Queen's  Privy  Council. 

62,  Ileverend. — This  pre- title,  often  abbreviated 
**Rev.,"  designates  in  general  a  clergyman  of  any  church, 
and  is  accorded  to  all  priests  below  the  rank  of  Yery  Rever- 
end, those  in  Priests*  or  Deacons*  orders.  Pastors,  Rectors, 
Preachers  of  all  kinds,  Vicars,  Curates,  Priors,  Rabbis, 
Readers,  etc.  Abbesses,  and  other  women  at  the  head  of 
religious  houses,  are  entitled  to  this  address. 

63,  Ileverend  Doctor. — This  title  belongs  to  a  Doctor 
of  Divinity,  and  is  sometimes  accorded  as  a  personal 
courtesy  to  aged  and  learned  di\nnes  that  have  not  received 
the  degree  from  any  institution.  Salutation:  **Sir,** 
**  Reverend  Sir,*'  **  Reverend  Doctor,**  **  Reverend  and 
Dear  Sir.**  Complimentary  close:  **  I  have  the  honor  to  be, 
Reverend  Sir,  your  obedient  servant.'*     Address:    **To  the 
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Reverend  Dr.  A B '*,  or,  though  rarely,  ''To  the 

Reverend  A B ,  D.  D. " 

64.  Very  Reverend  is  a  title  given  to  all  church  digni- 
taries below  Patriarchs,  Archbishops,  Bishops,  Abbots,  and 
Prelates  (except  Archdeacons,  who  are  venerable),  down  to 
the  class  entitled  to  Reverend.  This  title  is  by  courtesy 
given  also  to  Priors  of  Monasteries  over  which  Abbots  pre- 
side. Rectors  and  Superiors  of  Religious  Houses,  Presidents 
of  Catholic  Colleges,  and  other  high  institutions  of  learning. 

66.  Rlgrlit  Reverend. — This  title  belongs  to  a  Bishop, 
a  Mitered  Abbot,  a  Monsignor,  an  Apostolic  Prothonotar}% 
and  a  Domestic  Prelate ;  and  is  usually  accorded  to  an  Abbot 
and  an  Abbess.  Most  Reverend  is  higher,  and  Very  Rev- 
erend is  lower.  The  Bishops  of  the  Methodist  Episcopal 
Church,  Mr.  Westlake  states,  prefer  **  Reverend  "  to  **  Right 
Reverend  "  for  themselves. 

66.  liordshlp  is  a  title  given  to  Earls,  Viscounts, 
Barons,  Bishops;  to  the  eldest  sons  of  Earls;  and,  by  virtue 
of  their  offices,  to  the  Mayors  of  London,  York,  Belfast,  and 
Dublin;  to  Judges  while  presiding  in  court;  and  to  certain 
other  high  official  ]>ersonages,  as  Lord  Chancellor,  Lord  of 
the  Treasury,  Lord  Chief  Justice  of  the  Queen's  Bench, 
Lord  Chief  Justice  of  the  Common  Pleas,  Lord  Chief  Baron 
of  the  Exchequer,  etc. 

67.  Cnuv.— A  title  given  to  Dukes  and  Archbishops  as 
•*his  Grace  the  Duke  of  Portland";  *'his  Grace  the  Arch- 
bishop of  York." 

68.  KxivUoncy.— A  title  sometimes  given  to  the  Presi- 
dent of  the  United  vStates,  and  generally  to  (Governors  of 
States  and  Colonics,  American  and  English,  also  to  Foreign 
Ministers  AUv'.  :o  American  Ministers  abroad  inchulin.ir  all 
Plcnii>^tor.ti;v:-..  s  and  Ministers  Resident.  In  Massachusetts 
and  South  Cv'o* -,a.  Excellency  is,  or  has  been,  the  legal 
title  of  the  Ct^^vc".^*^^^- 
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TITIiES  OF  HONOR. 


HEREDITARY  TITIiES. 

69.  Emperor. — No  English-speaking  sovereign  has  this 
title  or  form  of  royalty  except  Queen  Victoria,  who  is 
Empress  of  India;  but  this  does  not,  we  believe,  in  any  way 
affect  matters  of  correspondence.  The  title  belongs  to 
official  and  state  papers,  but  not  to  letters. 

70.  Klng^. — The  salutation  to  this  functionary  is  **Sir" 
or  **Sire,'*  **  May  it  please  your  Majesty,"  **Most  Gracious 
Sovereign."  The  complimentary  close:  **  I  have  the  honor 
to  be,  Sire,  your  Majesty's  most  faithful  servant."  The 
address:  *'Tothe  King's  Most  Excellent  (or,  Gracious) 
Majesty." 

71.  Queen. — The  salutation  due  the  Queen — there  is 
but  one  Queen  in  the  English-speaking  world — is  **  Madam," 
**May  it  please  your  Majesty,"  or  **Most  Gracious  Sover- 
eign," or  something  to  that  effect.  The  complimentary 
close  of  a  letter  to  her  may  be,  **  I  have  the  honor  to  be, 
with  profound  veneration,  Madam,  your  Majesty's  most 
faithful  servant."  The  divisions  into  lines  should  be  grace- 
fully arranged,  and  every  line  should  begin  with  a  capital, 
whatever  the  word  may  be.  The  address:  **  To  the  Queen's 
Most  Excellent  (or.  Gracious)  Majesty."  In  conversation, 
one  may  say,  **Your  Majesty  "and  '*  Madam."  Relatively 
little  formality  hedges  the  Queen. 

72.  Prince  of  Wales.— Salutation :  **Sir,"  or  **May  it 
please  your  Royal  Highness."  Complimentary  close:  **I 
have  the  honor  to  be.  Sir,  your  Royal  Highness's  most  obedi- 
ent servant."  Address:  **To  His  Royal  Highness  the 
Prince  of  Wales. " 

73.  Duke.— Salutation :  **  My  Lord  Duke,"  or  **  May  it 
please  your  Grace."  Complimentary  close:  **I  have  the 
honor  to  be,  my  Lord  Duke,  your  Grace's  most  humble 
ser\'ant."     Address:  **ToHis  Grace  the  Duke  of  A ," 
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or,  when  holding  that  rank,  **To  His  Royal  Highness  the 
Duke  of  York. " 

The  Duke  is  the  highest  order  of  nobility,  next  below  the 
Prince  of  Wales.  The  order  runs  thus:  Prince,  Duke, 
Marquis,  Earl,  Viscount,  Baron,  Baronet,  Knight. 

74.  Marquis.  —  Salutation:  **My  Lord  Marquis." 
Superscription  and  address:  "The  Most  Honorable  the 
Marquis  of  Abercom. " 

75.  Earl. — Salutation:  "My  Lord."  Complimentary 
close:  *'  I  have  the  honor  to  be  your  Lordship's  most  obedi- 
ent sen-ant."  Address:  "To  the  Right  Honorable  the  Earl 
of  A ." 

We  communicate  with  the  oldest  sons  of  Dukes,  Marquises, 
and  Earls,  in  the  same  manner  as  with  Earls,  and  wnth  their 
wives,  as  with  Countesses;  with  the  younger  sons  of  Earls, 
and  with  all  the  sons  of  Viscounts  and  Barons,  as  with 
untitled  gentlemen;  the  address,  however,  being,  "To  the 

Honorable  A B •*'    With  the  wives  of  these  younger 

sons  in  the  same  manner,  prefixing  "Mrs."  to  the  Christian 
name;  thus,   "To  the  Honorable  Mrs.  Henry  A ." 

76.  Vlsc'onnt. — Salutation:  "My  Lord."  Superscrip- 
tion and   address:    "The    Right   Honorable    the   Viscount 

B ."     The  eldest  sons  of  Viscounts  and  Barons  have  no 

distinctive  title;  thev  as  well  as  their  brothers  and  sisters 
being  styled  "Honorable  Robert,"  "Honorable  Mary,"  and 
so  on. 

77.  Baron. — The  Baron  takes  rank  witli  a  Viscount,  and 
his  epistolary  salutation  is  "My  Lord."  Complimentary 
close:  "I  have  the  honor  to  be  your  Lordship's  obedient 
serv^ant."  Address:  "To  the  Right  Honorable  the  Lord 
A— 


»» 


78.     Banmet.— Salutation :    "  Sir,"  "Dear  Sir,"  "Dear 

Sir  John,"  as  the  case  maybe.     Complimentary  close:    *' I 

liave  the  honor  to  be.  Sir  (or  whatever  corrcs])()ntls  to  the 

salutation),  your  obedient  servant "    Address :  '  *  To  Sir  John 
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A ,"etc.    To  this  is  added  the  title,  usually  abbreviated, 

"  Bart,"  The  wives  of  Baronets  are  addressed  in  the  salu- 
tation and  complimentary  close  as  ladies  ordinarily  are;  the 
address  being  ' '  To  Lady  A B- — -, "  etc. 


CmL  TITLES,  ?iOT  rTEItEDITARr. 

79.  President  or  the  irnlted  Htates.— The  President 

of  the  United  States  is  addressed,  in  epistolary  salutation, 
as  "Sir "and  "Mr.  President"  Complimentary  close:  "I 
have  the  honor  to  subscribe  myself,  most  respectfully,  your 
obedient  servant,"  or  any  other  perfectly  respectful  formal 
closing.  Address:  "To  His  Excellency  the  President  of 
the  United  States,"  or,  with  republican -democratic  simplic- 
ity, "To  the  President,  Executive  Mansion,  Washington, 
D.  C."     Mrs.  Dahlgren  suggests  the  former  one. 

There  are,  however,  scores  of  forms  in  use.  In  the  days 
of  the  first  president  it  was  customary  to  write  always,  "To 
His  Excellency,  George  Washington,  President  of  the 
United  Stales. "  That  degree  of  formality  fell  rapidly  into 
disuse,  however,  and  is  very  rarely  seen  on  letters  received 
at  the  White  House  today,  and  it  has  not  been  frequent  for 
the  last  fifty  years.  In  conversation,  the  Chief  Magistrate 
is  usually  addressed  as  "Sir,"  or  as  "Mr.  President," 
although  one  sometimes  hears  "  Your  Excellency." 

80.  Vice  President. — The  second  officer  of  the  United 
States  ranks  socially  with  the  Chief  Justice  of  the  Supreme 
Court.  Officially,  he  is  addressed  in  epistolary  salutation  as 
"Sir,"  "Mr.  Vice  President,"  or  the  like.  Complimentary 
close:  "I  have  the  honor  to  be,  very  respectfully,  your 
obedient  servant."     Address:  "To  the  Honorable-the  Vice 

President  of  the  United  States,"  "To  the  Honorable  A 

B ,  Vice  President  of  the  United  States,"     The  Chief 

Justice  is  addressed  likewise:  "To  the  Honorable  the  Chief 
Justice  of  the  United  States,"  "To  the  Honorable  ( 
D -,  Chief  Justice  of  the  United  States. " 
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81.  Governor  of  a  State, —Sahltation:  "Sir," 
"Your  Excellency."  Complimentary  close;  "I  have  thel 
honor  to  be,  Sir,  your  {or,  your  Excellency's)  obedienti 
servant."     Address:   "To  His  Excellency  the  Governor  of  I 

A ";   or,   '"To  His  Excellency  B C ,  Governorl 

of  the  State  of  D ";  or,  simply,  "To  His  Excellency  1 

the  Governor."     In  the  states  of  South  Carolina  and  Massa- 1 
chusetts,   "  Excellency  "  has  been,  and  we  believe  now  is,  I 
the   legal   title   of    the    Governor.       In   other  states  it   : 
accorded  by  courtesy;  but  its  use  is  almost  universal. 

83,    Arabassatlor. — We  should   accord   to  all   ForeigaJ 
Ambassadors  vory  scrupulous   titular  respect     They  are 
entitled  to  it  at  home,  and  we  should  be  liberal  in  giving  iti 
to  them  here.     All  are  accorded   the   title    "  Excellency." 
The  salutation  may  bii,  "Sir,"  "Your  Excellency";  and,  i£  ' 
the  individual  is  a  Lord  at  home,   "  My  Lord, "or  such  title 
as  will  fit  his  home  rank.     Complimentary  close;     "I   have 
the  honor  to  be,  Sir,  your  Excellency's  obedient  servant,  '* 
etc.    Theaddress,  dependent  on  home  rank,  of  course;   "  To 

the  Marquis  of  A ,  Envoy  Extraordinary  and  Minister 

Plenipotentiary  from  H.  M.  the  King  of  A — — ,"  or  "To 
the  Honorable  A B ,  Minister  Resident,"  etc. 

By  British  usage  the  wives  of  Ambassadors  are  entitled  to 
"  Excellency  "  in  both  complimentary  close  and  in  address. 
Resident  Ministers  rank  with  Ambassadors  and  Plenipoten- 
tiaries. An  Envoy  ranks  second  and  a  Charge  d'Affaires 
third.  Ministers  and  Ambassadors  are  permanent  func- 
tionaries. 

Our  own  Ministers  abroad  are  accorded  our  best  terms  of 
respect  Salutation:  "Sir,"  or  "Your  Excellency."  Com- 
plimentary close:  "  I  have  the  honor  to  be,  Sir,  your  obe- 
dient servant,"  or  "  I  have  the  honor  to  be  your  Excellency's 
most  obedient  servant."  Address:  "To  his  Excellency 
A B^ ;  Envoy  Extraordinary  and  Minister  Plenipoten- 
tiary at  the  Court  of  A ,"  etc. 

83.     An  Envoy  is  a  second-class  Minister;  the  first  class  j 
embracing  Ambassadors,    Plenipotentiaries,    and   Resident  . 
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Ministers.  The  Envoy  is  not  resident,  and  his  standings  is 
derived  from  his  other  offices.  In  general,  wlien  he  has 
no  other  official  title,  the  Envoy  should  be  addressed  as 
Honorable. 

84.  A  Chapge  d'AlIiilres  is  a  third-class  Minister.  The 
titular  appellative  is  Esquire. 

85.  Consul.  ^  Salutation;  "Sir."  Complimentary 
close :  "  I  beg  to  remain,  Sir,  your  obedient  servant. " 
Address:  "To  A -B ,  Esq.,  Consulate ,"  etc. 

86.  Cabinet  Officer. — This  official  is  to  be  addressed,  in 
epistolary  salutation,  as  "Sir."  Complimentary  close:  "I 
have  the  honor  to  be.  Sir,  respectfully  your  obedient  serv- 
ant "';  or  any  form  that  conveys  the  same  sense.  Address: 
"  To  the  Honorable  the  Secretary  of  State,"  etc.     Or,  with 

equal  propriety,  "  To  the  Honorable  A B ,  Secretary 

of  State,"  and  likewise  with  other  Cabinet  officers.  In  gen- 
eral, the  address  in  such  cases  should  be  directed  rather  to 
the  office  than  to  the  officer.  Cases  may  even  arise  wherein 
the  name  of  the  officer  is  not  known,  and  the  address  should 
be  made  complete  without  the  name. 

8  7.  Attorney  General  of  a  State. — This  officer  should 
be  addressed  the  same  as  the  Attorney  General  of  the  United 
.States,  as,  "  The  Honorable  the  Attorney  General  of  Texas, 
Austin,  Texas." 

88.  Senator  or  Representative  In  Congress. — Salu- 
tation: "Sir."  Complimentary  close:  "I  have  the  honor 
to  be,   Sir,   your    obedient    servant."     Address:  "To  the 

Honorable  A B ,  Senate  Chamber,  etc.";  or,  better, 

"Senator  A B ."    A  representative  is  addressed: 

"Honorable  C D ,  United  States  Congress,  Wash- 
ington, D.  C,"  and  when  absent  from  Washington,  simply 
"  Hon.  C D ,"  etc. 

The  President  of  the  Senate  should  he  addressed:  "To 
the  Honorable  the   President  of  the  Senate  of  the  United 

States,"  or  "To  the  Honorable  A B .  President  of 

the  Senate  of  the  United  States. "   The  Speaker  of  the  House 
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is  addressed  "Sir,"  or  "Mr.  Speaker."  Complimentary 
close:  "I  have  the  honor  to  be.  Sir,  your  most  obedient 
servant,"  etc.  Address:  "To  the  Honorable  the  Speaker 
of  the  House  of  Representatives,  Washington,  D.  C. " 

The  Speaker  of  the  Senate  of  Canada  is  addressed:  "  To 
the  Honorable  the  Speaker  of  the  Senate  of  Canada." 

89.  Legislator. — A  State  Senator  is  entitled,  by  uni- 
versal consent,  to  the  title  of   "  Honorable  ";  as  also  is  the 
Speaker  of  the  House.     The  members  of  the  House  are  also  ] 
sometimes  so  addressed  and  spoken  of,  but  the  best  usage 
accords  them  only  "  Esquire." 

90.  Judge. — The  Chief  Justice  of  the  Supreme  Court  of  i 
the  United  States  is  to  be  addressed  as  "  Sir,"  "  Mr.  Chief  ] 
Justice,"  "  May  it  please  your  Honor";  and,  on  the  bench,   ' 
"May  it  please   the    Honorable  Court."      Complimentary 
close:   "I  have  the  honor  to  be  your  Honor's  most  obedient 

servant."     Address;    "To    the    Honorable   A B — 

Chief  Justice  of  the  Supreme  Court  of  the  United  States  "; 
or,  briefer  and  just  as  well,  if  not  better,  "  To  the  Honora- 
ble the  Chief  Justice  of  the  Supreme  Court,  Washington, 
D.  C." 

Associate  Justices  are  entitled  to  the  same  salutation 
and  complimentary  close.     Address:  "To  the    Honorable 

A B ,  Justice  of  the  Supreme  Court  of  the  United 

States,"  etc. 

The  Chief  Justices  and  Associate  Jiistices  of  State  Supreme 
Courts  usually  are  addressed  as  above,  the  state  being 
named  in  place  of  United  States. 

All  judges,  below  the  grades  above  specified,  are  addressed 
as  "Honorable,"  whether  in  the  circuit,  city,  or  county 
courts. 

91.  Jaivryer. — In  America,  lawyers  of  all   grades  are 

accorded  by  courtesy  the  address  title  of  "Esquire."  The 
salutation  is  "  Sir"  or  "  Dear  Sir,"  and  the  complimentary 
close  corresponds.  In  England  all  Barristers  of  Law  and 
Doctors  of  Law  have  a  legal  right  to  the  title  of  Esquire, 
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both  in  superscription  or  address  and  in  legal  designation, 
and  so  have  sheriffs  of  counties. 

92.  Solicitor.— The  salutation  is  **  Sir"  or  **  Dear  Sir"; 
the  complimentary  close,  some  form  of  **  Respectfully  yours. '* 
The  addrcvss  is  **  Esquire,*'  a  post-title. 

9.3.  Justice  of  the  Peace. — Salutation:  **  Sir."  Com- 
plimentary close:  **  Respectfully,  your  obedient  servant." 
Superscription:   **  A B ,  Esq." 

94.  Mayor. — In  America,  a  Mayor  is  addressed  as 
**  Honorable."  Salutation:  **  Sir,''  **Your  Honor,"  etc. 
Complimentary  close :  * '  I  have  the  honor  to  be  (or,  to  remain) 
your  Honor's  obedient  servant."  Address:  **  To  the  Hon. 
A B ,  Mayor  of  C ." 

95.  Sheriff. — In  America,  the  usual  salutation  of  this 
officer  is  **  Sir."  Complimentary  close:  **I  beg  to  remain, 
respectfully  yours;"  or,  **  I  have  the  honor  to  be,"  etc. 
Address:   **  A B ,  Esq.,  Sheriff  of  C County." 

96.  Aldemian. — Salutation:  **Sir."  Complimentary 
close:  *'I  beg  to  remain,  your  obedient  servant,"  or,  **  I 
have  the  honor  to  be,  Sir,  your  obedient  servant."  Address: 

**  To  Mr.  Alderman  B ,"  etc.     As  a  body.  Aldermen  are 

**  Honorable." 

97.  President  of  a  Board. — The  President  of  a  com- 
pany, of  a  Board  of  Directors,  or  of  Commissioners,  or  the 

like,  should  be  addressed  **ToA B ,  Esq.,  President 

of ,"etc. 

98.  President  of  a  College. — ^When  he  has  no  other 

office   or  degree,   he   may  be   addressed  as  **A B , 

President  of  C College,"  etc.      Salutation:    **  Sir,"  or 

**Dear  Sir."  The  complimentary  close  should  correspond 
to  the  salutation,  as,  *  *  I  beg  to  remain,  very  respectfully 
yours,"  etc. 
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NAVAL  AND  MIHTABV  TITI.H9. 

99.  Admiral.— The  first  officer  in  the   United   States 

Navy  corresponds  in  rank  to  the  General  in  the  Army.     He  d 
commands   the   fleets  of  the   United  States.       Salutation;  I 
' '  Sir  " ;  and  this  is  used  in  every  grade  of  office  in  the  Na\'y. 
Complimentary  close:  "  I  have  the  honor  to  be.  Sir,  your 

obedient  servant."     Address;   "To   Admiral  A B , 

commanding  the  Fleets  of  the  United  States,"  etc.;   "To 

Admiral  A B ,  commanding  United  States  Na\'y," 

etc.;    or,    more   simple   and    equally   respectful,   "To   the  1 
Admiral  of  the  Navy  of  the   United  States,"  etc.     The  fol- 
lowing, from  the  Navy  Regulations,  bears  upon  the  matter  j 
in  hand;   "  Line  officers   in  the  Navy,   down  to  and  inclu- 
ding Commander,  will  be  addressed  by  their  proper  title; 
below  the  rank  of  Commander,  either  by  the  title  of  their  I 
grade  or  Mr.     Officers  of  the  Marine  Corps  above  the  rank  | 
of  First  Lieutenant  will  be  addressed  by  their  military  title, 
brevet  or  lineal;  of  and  below  that  rank,  by  their  title  of 
Mr,     Officers   not   of  the   line   will   be  addressed  by  their 
titles,  or  as  Mr.  or  Dr.,  as  the  case  may  be." 

Officers  of  the  Navy  take   rank  in  the  following  order:   i 
Admiral,  Vice  Admiral,  Rear  Admiral,  Commodore,  Captain, 
Commander,   Lieutenant  Commander,   Lieutenant,    Master, 
Ensign. 

100.  General. — There  are  four  grades  of  this  office- 
General,  Lieutenant  General,  Major  General,  and  Brigadier  I 
General.  They  are  all  entitled  to  the  same  forms  of  address,  , 
except  that  the  inside  address  should  give  the  specific  rank 
of  the  officer.  All  army  officers  above  Lieutenant  should  be 
addressed  by  their  official  titles.  The  salutation  of  a  Generiil 
is  "General" — never  abbreviated;  but  civilians  may,  and 
often  do,  use  "Sir,"  and  it  is  entirely  proper  for  them, 
though  there  is  no  necessity  for  other  than  military  forms. 
Army  officers  must  use  military  forms.  Complimentary 
close:  "  I  have  the  honor  to  be,  General,  your  obedient  se 
ant."  Superscription:  "General  A B , "etc., "Gen- 
eral A B ,  commanding  Army  of  A ,"  etc.    TheJ 
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address  should  give  the  special  rank;  as,  "Major  Gen- 
eral A B . "     When  the  officer  is   in  commancl,  as 

is  usual  in  the  army,  that  fact  should  appear  in  both  the 

superscription  and  the  address;   "To  General  A B , 

commanding  the  Department  of  the  Gulf,"  etc.  If  the 
officer  commands  a  point,  the  address  containing  the  name 
of  the  place,  then  the  word   "commanding"  is  sufficient;  as, 

"To  General   A B ,    commanding,    Fort   Bridger, 

Utah,"  where  the  mention  of  the  fort  defines  the  com- 
mand. 

In  the  War  Department  in  Washington  the  custom  pre- 
vails, and  it  is  a  good  one,  of  addressing  the  office  rather 
than  the  officer;  thus,  "To  the  General  of  the  Armies  of 
the  United  Slates,"  etc. ;  "To  the  Honorable  the  Secretary 
of  State,"  etc. 

The  word  General  comes  into  the  titles  of  several  other 
offices  than  those  named  above,  such  as  Adjutant  General, 
Quartermaster  General,  Surgeon  General,  Commissary  Gen- 
eral; it  is  also  used  in  non-military  titles,  as  Postmaster 
General,  Attorney  General,  Surveyor  General,  Consul  Gen- 
eral, etc. 

101.  Colonel. — Salutation:  "Colonel,"  or,  from  a 
civilian,  "Sir."  The  "Colonel"  should  never  be  abbrevi- 
ated in  such  use.  Complimentary  close:  "  I  have  the  honor 
to  be,  Colonel,  your  obedient  servant."    Address:  "Colonel 

A B ,  commanding  First  Cavalry,  V.  S.  Army,"  or 

"Colonel  A B ,  U.  S.  A.,  Fort  C , "  etc. 

103.     Blftjor.— Salutation:     "  Major"    or     "Sir."     The 

title  may  l)e  abbreviated  sometimes  in  the  address,  but 
never  in  the  salutation.  Complimentary  close:  "I  have  the 
honor  to  be  (or,  to  remain).  Major  (or.  Sir),  your  most 
obedient  servant." 

103.  Captain. — Salutation:  "Captain,"  or  "  Sir."  The 
salutation  in  this  and  all  similar  addresses  should  never  be 
abbreviated.     It  is  an  impertinence  to  write    "Capt."  for 
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Captain.  Complimentary  close:  "I  have  the  honor  to  be, 
Captain  (or,  Sir,  according  to  the  salutation),  your  obedi- 
ent servant."  Address:  "Captain  A B ,  Com- 
pany A,  Seventh  Regiment,  U.  S.  Cavalry." 

104.  Lieutenant.  —  Salutation:  "Sir."  Complimen- 
tary close:  "  I  beg  to  remain  yours  respectfully,"  "Respect- 
fully yours,"  etc.  In  regard  to  the  address  due  a  Lieuten- 
ant, tisage  varies  very  much.  It  was  once  a  discourtesy  to 
address  him  as  "Lieutenant,"  and  "Mr."  prevailed.  In 
England,  "Esquire"  is  the  legal  title,  and  is  usually 
accorded,  giving  the  specific  rank  and  command  after  the 
name  and  the  Esquire.  Usage,  in  America,  so  far  as  we 
may  be  said  to  have  any,  is  in  favor  of  giving  "  Lieutenant" 
^usually  abbreviated — as  the  pre-title,  the  post-title  being, 
of  course,  omitted. 


ECC-LESIASTICAL  TITLES. 

lOJi.     Archlilshop. — The      Anglican      Archbishop 

addressed  in  salutation  as  "My   Lord,"  "My  Lord   Arch-   i 
bishop,"  or  "May  it  please  your  Grace."     Complimentary   | 
close:   "I  have  the  honor  to  be,  with  the  highest  respect. 
My  Lord  Archbishop,  your  Grace's  most  obedient  servant." 

Address:  "To  his  Grace  the  Lord  Archbishop  of  A ,"  or 

"To  the  Most  Reverend  Father  in  God,  A ,  Lord  Arch- 
bishop of  B . " 

The  Roman  Catholic  salutation  for  their  Archbishop  is 
"Most  Reverend  and  Respected  Sir";  or,  from  a  friend  or 
clergj-man,  "  Most  Reverend  and  Dear  Sir."  Comph'men- 
tary  close:  "I  have  the  honor  to  be.  Most  Revereud  Sir  (or, 
to  correspond  to  the  salutation),  your  obedient  servant." 

Address:  "To  the   Most  Reverend  Archbishop  A ,"  or 

"To    the    Most    Reverend  A B ,    Archbishop    of 
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106.     Itlshop. — The  Anglican  Bishop  is  to  be  addressed  I 
in  salutation  as   "My  Lord,"  "My  Lord  Bishop,"  "MayJ 


§81  LETTER  WRITING.  S5 

it  please  your  Lordship,"  etc.  Complimentary  close:  "I 
have  the  honor  to  be,  my  Lord  (following  the  salutation 
naturally),  your  Lordship's  most  obedient  servant." 
Address:  '"To  the  Right  Reverend,  the  Lord  Bishop  of 
A , "  etc. 

In  America,  Bishops  of  Protestant  Churches — except  those 
of  the  Methodist  Episcopal  Church,  who,  we  understand, 
prefer  to  be  styled  simply  Reverend — are  addressed  as  Right 
Reverend. 

The  Roman  Catholic  Bishop  should  be  addressed  as  "Right 
Reverend  Sir, "  or,  less  formally,  ' '  Right  Reverend  and  Dear 
Sir."  CompHmentary  closer  "  I  have  the  honor  to  be  (or, 
to  remain),   Right  Reverend  Sir,   your  obedient  servant." 

Address:  "To  the  Right  Reverend  Bishop  A ,"  or  "To 

the  Right  Reverend  A B ,  Bishop  of  C . " 

107.  Cardinal. ^Salutation;  "Most  Eminent  Sir,"  or 
"  Most  Eminent  and  Reverend  Sir."  Complimentar>- close: 
"Of  your  Eminence,  the  most  obedient  and  humble  servant," 
or  "I  have  the  honor  to  remain,  Most  Eminent  Sir,  with 
profound  respect,  your  obedient  and  humble  servant. "  A 
Catholic  belonging  to  the  Cardinal's  diocese  may,  if  he  is  an 
ecclesiastic,  add  "and  subject"  to  the  complimentary  close; 
and  if  a  layman,  may  add  "and  son."  Address:  "To  His 
Eminence  Cardinal  A . "  If  the  Cardinal  is  also  an  Arch- 
bishop, a  Bishop,  or  a  Patriarch,  it  is  proper  to  add  the 
official  title  to  the  above;  as,  "To  His  Eminence  Cardinal 

A B ,   Archbishop  of  A . "     A  Cardinal  should 

not  be  addressed  with  such  titles  as  D.D.  orS.T.D.,  these 
being  included  in  the  greater  title  Cardinal. 

108.  Clergj-man. — In  cases  where  the  salutation  differs 
— as  it  need  hardly  ever  differ — from  that  of  non -professional 
gentlemen,  it  is  usually  "  Reverend  Sir."  This  is  very  com- 
mon in  addressing  the  Clergyman — priest,  parson,  preacher, 
pastor,  divine,  minister  of  the  gospel,  rabbi,  reader,  and  so 
on.  The  complimentary  close  corresponds  to  the  salutation, 
as  is  usual  in  all  eases  of  every  degree  and  rank,  and  in  the 
absence  of  all   degrees   and  ranks.     Address:    "Reverend 
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A B ,"  or  "Reverend  Mr.  B ."     In  these  cases, 

the  abbreviated  form,  "Rev.,"  seems  to  be  generally 
accepted.  "In  conversation  the  Clergyman  is  usually 
accosted,  as  any  other  gentleman  should  be,  as  "Sir." 

109.  Dean. — In  the  Anglican  Church  the  Dean  is 
addressed,  ia  salutation,  as  "My  Lord,"  "  May  it  please  your 
Lordsliip."  Compliinenlary  close:  "  I  have  the  honor  to  be 
your  Lordship's   must  obedient  servant."     Address:    "To 

the  Very  Reverend  Dean  of  A ,"  or  "To  the  Reverend 

Doctor  B ,  Dean  of  C ," 

110.  Pope  {according  to  Prof.  Westlake). — Salutation: 
"Most  Holy  Father,"  or  "Your  Holiness."  Complimen- 
tary close:  "Prostrate  at  the  feet  of  your  Holiness,  and 
begging  the  Apostolic  Benediction,  I  protest  myself  now 
and  at  all  times  to  be,  of  your  Holiness,  the  most  obedient 
son  (or,  daughter). "     This,   of  course,   for   Catholics  only. 

Address:    "To    our  Most  Holy  Father,   Pope  A ,"  or 

*'  To  His  Holiness,  Pope  A^ ." 

111.  Pi-elate. — The  Roman  Prelates— Apostolic  Pro- 
thonotaries  and  Domestic  Prelates— are  styled  "  Right  Rev- 
erend," and  are  generally  addres,sed  as  "Right  Reverend 
Monsignor. "  Salutation:  "Right  Reverend  Sir,"  "Right 
Reverend  Monsignor";  or,  informally.  "Monsignor,"  or 
"Right  Reverend  and  Dear  Sir."  Complimentary  close: 
"Right   Reverend   Sir,   your  most  obedient  servant";  or, 

informally,  "My  Dear  Monsignor,  your  friend  and  servant." 

Address:  "To  the  Right  Reverend  Monsignor  B ."  etc.; 

"To  the  Right  Reverend  Monsignor  A B ,  Prothon- 

otary  Apostolic,"  or  "To  the  Right  Reverend  A B , 

Domestic  Prelate  of  His  Holiness." 

112.  Rabbi, — In  the  Jewish  Church,  Rabbi  embraces 
all  ordained  ministers,  and  all  are  addressed  as  "  Reverend." 
The  Moreh  Tsedek,  or  teacher  of  righteousness,  the  Moranu, 
or  teacher,  and  the  Morch  Moranu,  or  teacher  of  teachers, 
are  the  Hebrew  titles  of  the  clergy  of  that  National  Church. 
Rabbt  in  Hebrew  means  "ray  master." 
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UFB  AND  IIONORABT  TITLES. 

113,  Izord. — In  Great   Britaiu,  a  peer  of   the  realm, 

especially  a  Baron,  as  distinguished  from  the  higher  orders 
of  nobility. —  IVorcester.  The  word  peer  is  limited  to  the 
members  of  the  upper  House  of  Parliament,  and  to  Scotch 
and  Irish  noblemen  of  corresponding  rank,  qualified,  on 
election,  to  sit  in  the  upper  House. — Swart,  The  title  of 
Lord  is  extended  by  courtesy  to  the  sons  of  Dukes  and  Mar- 
quises, It  is  also  given  to  one  that  has  the  fee  of  a  manor, 
and  consequently  the  homage  of  his  tenants;  but,  if  not  of 
noble  birth,  he  is  not  addressed  as  a  Lord. 

A  recent  writer  makes  this  point:  "The  title  of  Lord  haa 
not  necessarily  anything  to  do  with  peerage.  All  peers  are 
lords,  but  there  are  many  lords  that  are  not  peers.  The 
King's  Chancellor,  his  Treasurer,  his  Chamberlain,  his  High 
Admiral,  the  President  of  his  Privy  Council,  certain  of  the 
high  Judges,  all  English  Judges  when  actually  on  the  bench, 
Scottish  Judges  at  all  times.  Lieutenants  of  Counties,  the 
Lieutenant  of  Ireland  and  his  deputy,  the  Mayors  of  London 
and  York,  the  Provosts  of  several  Scottish  cities,  the  Rectors 
of  Scottish  Universities,  the  younger  sons  of  Dukes  and 
Marquises — all  these  are  Lords  by  some  rule,  by  law,  or  by 
courtesy,  many  of  them  without  being  peers;  and,  when 
they  are  peers,  without  any  reference  to  their  peerage. " 

114.  Lord  Chancellor. — Salutation:  "  My  Lord." 
Complimentary  close:  "I  have  the  honor  to  be,  with  the 
highest  respect,    my  Lord,  your  Lordship's  most  obedient 

servant."     Address:   "To  the  Right  Honorable  Lord  A 

Lord  High  Chancellor." 

116.  LoHl Mayor. — Salutation?  "My Lord."  Compli- 
mentary close:  "I  have  the  honor  to  be,  my  Lord,  your 
Lordship's  obedient  servant."  Address:  "To  the  Right 
Honorable  A B ,  Lord  Mayor  of  C 
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llfi.  Knlg^ht. — Salutation,  complinientary  close,  and  ' 
superscription,  the  same  as  those  of  a  Baronet.  The  wives  , 
of  Knights,  also,  the  same  as  those  of  Baronels. 

117.  Lady. — In  Great  Britain  this  title  "is  prefixed  to 

the  name  of  any  woman  whose  husband  is  of  rank  not  lower 
than  Knight,  or  whose  father  was  a  nobleman  not  lower 
than  an  Earl."  Among  English-speaking  people  generally 
the  word  Lady  has  two  well  known  meanings  or  uses— the 
one  above  stated,  and  that  formerly  given  the  word  gentle- 
woman, the  correlative  of  gentleman.  When  gentleman 
came  into  use,  the  feminine  of  it  was  gentlewoman;  but  that  ' 
feminine  was  gradually  replaced  with  Lady,  as  we  have  the  i 
word  now  in  this  country. 

118.  Princess. — Salutation:  "Madam,"  or  "May  it 
please  your  Royal  Highness."  Complimentary  close:  "I 
have  the  honor  to  be,  Madam,  yonr  most  obedient  and  faith- 
ful ser\-ant ";  or,  after  "  Madam,"  one  may  insert,  in  place 
of  "your."  "your  Royal  Higrtiness's."  Address;  "To  Her 
Royal  Highness  the  Princess  A ." 

119.  Duohess. — Salutation:  "May  it  please  your 
Grace,"  "Your  Grace,"  "Madam,"  Complimentary  close: 
"  I  have  the  honor  to  lie,  Madam,  your  Grace's  most  faithful, 
obedient  servant. "  Address:  "To  Her  Grace  the  Duchess 
of  A ." 

130.  Countess. — Salutation:  "Madam,"  "My  Lady." 
Complimentarj-  close:  "I  have  the  hunor  to  be  your  Lady- 
ship's most  faithful  and  obedient  servant "  Address:  "To 
the  Right  Honorable  the  Countess  of  A — — ." 

1181.     Baroness.— Salutation  :    "  My    Lady."     Compli- 
mentary close :   "I  have  the  honor  to  l>e  your  Ladyship's  j 
obedient  servant."     Address:   "To  the  Right  Honorable  ths  I 
Lady  (or,  the  Baroness)  A ." 


§21 


LETTER  WRITING. 


69 


SCHOLASTIC   TITLES. 

132.  Degrrees. — In  the  following  list  are  given  the 
most  common  of  the  many  degrees  conferred  by  universities 
and  colleges.  Where  the  degree  has  more  than  one  abbrevi- 
ation, only  the  one  most  frequently  used  is  given: 


Bachelor  of  Divinity B.D. 

Doctor  of  Divinity D.  D. 

Bachelor  of   Laws LL.  B. 

Doctor  of  Civil  Law D.C.  L. 

Doctor  of  Laws LL.  D. 

Doctor  of  Medicine M.D.' 

Graduate  in  Pharmacy Ph.G. 

Doctor  of  Dental  Surgery.  .D.D.S. 

Bachelor  of  Arts B.A.,  or  A.B. 

Master  of  Arts M.A.,  or  A.M. 


Bachelor  of  Philosophy Ph.B. 

Doctor  of  Philosophy Ph.  D. 

Doctor  of  Science Sc.  D. 

Bachelor  of  Science.  .B.S.,  or  S.B. 

Master  of  Science M.S. 

Mechanical  Engineer M.  E. 

Mining  Engineer E.  M. 

Civil  Engineer C.E. 

Electrical  Engineer E.E. 


Scholastic  degrees  are  always  abbreviated. 

The  bachelor's  degreed,  B.  A. ,  B.  S. ,  etc. ,  are  conferred  upon 
students  at  the  completion  of  the  prescribed  college  course. 
The  master's  and  doctor's  degrees,  M.  A. ,  Ph.  D. ,  etc. ,  are  con- 
ferred after  one  or  more  years  of  graduate  study.  In  general, 
the  same  applies  to  the  engineering  degrees,  C.E.,  M.E.,  etc. 

Little  importance  is  attached  to  degrees  lower  than  M.A. 
or  M.D.,  and  they  should  not  be  used  in  address  or  super- 
scription. In  formal  letters,  the  higher  degrees,  as  D.D., 
LL. D.,  Ph.D.,  etc.,  may  be  used.  It  is  customary  in 
business  correspondence  with  engineers  to  append  the  C.E., 
M.E.,  or  E.E.  to  the  name  of  an  engineer  entitled  to  it 
These  titles,  and  also  the  title  M.D.,  are  professional  as 
well  as  scholastic  and  may  properly  be  used  in  an  address, 
superscription,  or  signature.  It  is  in  bad  taste,  however,  to 
append  a  purely  scholastic  title,  as  M.A.  or  LL.D.,  to  one*s 
signature.  The  title  M.  D.  belongs  of  right  only  to  regular 
grad^uates  of  a  medical  college  in  good  standing.  A  lady 
entitled  to  this  degree  may  be  addressed  as  **  Margaret 
Dawson,  M.D.,"  or  **Dr.  Margaret  Dawson.** 

123.  Professor. — This  title  properly  applies  to  one 
elected  by  the  proper  authorities  to  a  chair  or  professorship 
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in  an  institution  of  learning  legally  qualified  to  confer  ' 
degrees.  It  is  by  extension  applied  also  to  any  salaried 
graduate  actually  employed  in  teaching,  and  by  courtesy  is 
given  to  scholars  and  scientists  that  have  become  noted  in 
special  brandies  of  knowledge,  and  to  persons  that  have  dis- 
tinguished themselves  as  educators.  The  assumption  of  the 
title  "professor"  by  balloonists,  barbers,  dancing  masters, 
and  others  for  the  purpose  of  acquiring  importance  in  the 
eyes  of  the  ignorant,  should  be  vigorously  discouraged  by 
intelligent  people.  This  title — and  alt  others  as  well — 
should  be  used  with  discretion,  and  should  be  applied  only 
to  those  that  have  an  indisputable  right  to  it. 


PETITIONS. 

134.  Communications  or  ]x;titions  to  an  assembled  body 
may  be  directed  to  the  president  of  the  body  or  to  the  body 
itself.  The  following  are  the  forms  of  salutation  and  address 
used  in  such  cases: 

Unitfti  Statfs  Sfiiati:. — Salutation:  "Honorable  Sirs,"or 
"May  it  please  your  Honorable  Body  (or,  the  Honorable 
Senate)."  Address:  "To  the  Honorable  the  Senate  of  the 
United-  States  in  Congress  assembled.  " 

House  of  Representatives. — Salutation :  •'  Honorable  Sirs," 
"May  it  please  your  Honorable  Body."  Address:  "To  the 
Honorable  the  House  of  Representatives  of  the  United 
States  in  Congress  assembled." 

House  of  Zor^/j.^Petitions  to  the  House  of  Lords  are 
addressed,  "To  the  Right  Honorable  the  Lords,  spiritual  and 
temporal,  of  the  United  Kingdom  of  Great  Britain  and 
Ireland  in  Parliament  assembled."  The  petition  commences, 
"My  Lords,"  or  "May  it  please  your  Lordships." 

House  of  Commons. — Petitions  to  the  House  of  Commons  I 
are  thus  addressed:   "To  the  Honorable  the  Commons  of 
the  United  Kingdom  of  Great  Britain  and  Ireland  in  Parlia-  I 
ment  assembled. "     The  petition  commences,  "May  it  please  \ 
your  Honorable  House." 
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Canadian  Parliaiiiait.—The-  Senate  of  Canada  is  thus 
addressed:  "To  the  Honorable  the  Senate  of  Canada  in 
Parliament  assembled."  Petitions  to  the  House  of  Com- 
mons of  Canada  are  addressed,  "  To  the  Honorable  the  Com- 
mons of  Canada  in  Parliament  assembled."  The  petition 
commences,  "Mayit  please  your  Honorable  House. " 

Legislature. — Address:  "To  the  Honorable  the  Senate  and 
House  of  Representatives  of  the  State  (or,  Commonwealth) 
of— — ."     Salutation;   "The  undersigned  respectfully  rep- 

. resent  that ,"  or  "The  petition  of  A- ■  B- ^  (or,  of 

the  undersigned)  hereby  showeth."  Complimentary  close, 
when  there  are  several  signers:  "And  your  petitioners,  as  in 
duty  bound,  will  ever  pray,"  etc.,  followed  by  the  signatures. 

Courl.~A  petition  to  a  Civil  Court  should  be  addressed, 
"  Your  Honors, " or  " May  it  please  your  Honors, "or  "May 
it  please  the  Honorable  Court,"  Address;  "To  the  Honor- 
able the  Judges  of  A Court." 

Board  of  Education. — A  petition  or  memorial  to  a  Board, 
say  of  Education,  may  begin  with  "Gentlemen,"  or,  when 
it  is  a  large  or  important  corporation,  "  May  it  please  your 
Honorable  Body."  Complimentary  close :  "A!l  of  which  is 
respectfully  submitted."  Address:  "To  the  President  (or 
Chairman,  as  the  case  may  be)  and  Members  of  the  Boaid  of 

Education  of  B ,"  etc.      All  other  communications  may 

be  addressed  to  the  President  or  Chairman  officially;  in 
some  instances — as  in  imparting  information — it  is  better 
taste  to  address  the  Secretary  of  ihe  Board.  Always  ascer- 
tain definitely  whether  the  head  of  the  Board  is  a  President 
or  a  Chairman. 


ABBREVTATIOlSrS   AND   COIfTRACTIOXS. 

135.  Abbreviations,  quotations,  andcontraclions  should  be 
usedsparinglyinwritingletters.  Formalletters, indeed,  should 
contain  no  abbreviations  except  those  of  titles  of  address  and 
scholastic  degrees.  In  business  letters  and  familiar  social 
letters,  abbreviations  may  be  used  to  some  extent,  but  they 
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In  the  heading,  address,  or  superscription,  it  is  customary" 
and  proper  to  abbreviate  the  name  of  the  stale,  and  also  to 
use  the  abbreviations  "  St."  for  Street,  "  Ave."  for  Avenjie, 
"Co."  for  County,  etc.  It  is  not  permissible  to  use  the 
Arabic  figures  for  the  names  of  streets,  nor  is  it  considered 
proper  to  use  the  abbreviations,  N.,  E,,  S.,  and  W..  for 
North,  East,  etc.,  in  designating  streets;  thus,  instead  of 
"614  N.  7th  St."  write  514  North  Seventh  St.  "Cross- 
Roads"  should  never  be  written  "X-Roads."  The  name 
of  a  city  should  not  be  abbreviated;  as,  "  Phil."  for  Phila- 
delphia, "N.  O."  for  New  Orleans,  "Ball."  for  Baltimore, 
"  Cin."  for  Cincinnati,  or  the  like.  In  the  address  of  letters 
such  forms  savor  of  impertinence.  Worse  than  this  is  the 
abbreviation  of  less  familiar  proper  names.  If  one  writes 
"  Rock,  Co.,  Virginia,"  the  distribuling  clerk  has  to  pause 
long  enough  to  recall  the  fact  that  there  is  no  Rock  county 
in  Virginia — although  there  is  in  other  states — and  to  guess 
that  the  word  "Rock."  is  for  Rockingham.  All  this  takes 
time  and  tries  patience,  and  is  so  much  imnecessary  labor 
added  to  an  overworked  official.  So,  also,  of  "Ash."  for 
Ashland,  Ashley,  Ashmore,  Ashtabula,  and  so  on;  "Green." 
for  Greenbrier,  Greenville,  Greenwood,  Greenup,  etc. ;  and 
"  Hill."  for  Hillsborough ;  and  so  on  to  Ihe  end  of  the  chap- 
ter. All  such  abbreviations  are  samples  of  impertinence 
and  ignorance  combined. 

Abbreviations  by  syncope  are  almost  as  faulty  as  the 
foregoing;  such  as,  "Wmsburgh"  for  Williamsburgh, 
"Jastown"  for  Jamestown,  "Jnolown"  for  Johntown, 
"Washton"  for  Washington,  and  so  on.  When  two  ab- 
breviations identical  in  form  fail  together — as  in  Berkly  St , 
St.  Louis^t  is  better  to  spell  the  word  Street  out  in 
full.  The  word  ' '  St. "  for  Saint,  although  in  a  proper  name, 
is  so  invariably  employed  that  no  oonfusion  can  arise  from 
its  use.  Such  words  as  San,  Mount,  New,  should  generally 
be  written  out;  such  as  North,  South,  East,  West,  Upper, 
Lower,    Point,    Port,   Union,   and    Bay  should    always    be 
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written  out,  except  in  the  names  of  states  or  very  well 
known  places. 

There  are  a  few  abbreviations  by  syncope  in  personal 
names  that  have  become  tolerable  by  long  use.  Of  this 
class  are  Chas.,  Jas.,  Thos.,  Wm.,  and  some  others.  The 
correct  form  of  writing  these  is  the  one  here  given;  that 
is,  with  no  punctuation  except  the  abbreviation  period  at 
the  end. 

It  is  important,  in  \-iew  of  the  punctuation,  to  keep  in 
mind  the  distinction,  very  frequently  overlooked,  between  an 
abbreviated  name  and  a  nickname.  Thus,  the  abbreviation 
of  Thomas  is  "Thos.,"  while  the  most  common  nickname  is 
"Tom,"  the  former  having  the  period  of  abbreviation  and 
the  latter  not.  From  Joseph,  in  like  manner,  we  have 
"Jos."  and  "Joe,"  abbreviation  and  nickname  respectively; 
and  in  this  case  there  is  a  sort  of  compromise  in  "Jo." 
Most  of  our  familiar  names  have  both  abbreviations  and 
nicknames,  and  sometimes  a  plurality  of  both;  for  example, 
William  has  "Wm."  and  "Will.,"  abbreviations;  with 
"Bill"  and  "Willie"  for  nicknames.  James  has  "Jas."; 
with  "Jemmy,"  "Jimmy."  and  "Jim."  John  has  "Jno."; 
with  "Johnny"  and  "Jack."  Edward  has  "Edw,"  and 
"Ed.";  with  "Ned."  Charles  has  "Chas.";  with  "Charley." 

One  common  but  objectionable  abbreviation  is  the  symbol 
&■  for  ant/.  In  general  this  abbreviation  is  permissible  in  a 
firm  name;  as,  Messrs.  John  Hill  &  Sons. 

The  contractions,  can't,  don't,  isn't,  etc.,  used  in  familiar 
conversation,  may  perhaps  be  used  in  familiar  letters;  it  is 
however  a  safe  rule  to  avoid  all  such  contractions  in  all  forms 
of  written  discourse. 

The  abbreviations  that  are  likely  to  be  required  in  writing 
are  given  in  the  following  classified  list.  It  is  not  intended, 
of  course,  that  the  student  shall  commit  to  memory  all 
the  abbreviations  given;  he  should,  however,  scan  the  list 
carefully  and  nf>te  those  most  frequently  used  in  corre- 
spondence; and  he  should  obtain  a  good  general  idea  of 
the  various  classes  so  that  he  may  intelligently  use  the  l»9t 
for  reference. 
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ABBHEVlATIOXa  BELATINtJ  TO  BUSINESS. 


According  to  value  (ari  va/arem) 

Account acct. 

Account  current acct.  cur. 

Acvount  sales acct,  sales 

Additional add. 

Advertisement ad.,  advt. 

Agent agU 

All  correct  (oil  korrect) O.  K. 

Amount amt. 

Assorted ass'd  or  as'd 

Average av. 

Balance bal. 

Bales bis. 

Bank bk. 

Bankbook;  Bill  book B.B. 

Barrel bbl. 

Bill  of  exchange b.  e. 

Bill  of  lading b.  1. 

Bills  payable b.  p. 

Bills  receivable b.  rec. 

Bond bd. 

Bought bot. 

Boxes bus. 

Brought bro't 

Bundle bdl. 

Bushel bu.  or  bush. 

By  the  hundred per  cent. 

By  the  year per  an. 

Cartage ctg. 

Cash  (or  collect)  on  delivery. 

C.O.D. 

Cashier cash. 

Casks cks. 

Cents c.  or  cts. 

Charges chgs. 


Cha 


C.A. 

Chests chts. 

Collateral collat. 


Commission ;      Commerce :      Coin- 
Company;   County Co. 

Consigned cons'd 

Consignment cons't  , 

Consolidated consol. 

Correspondent corresp. 

Credit;   Creditor Cr.    , 

Daybook D.B 

Deposit dep,   I 

Discount disct.  ] 

Ditto  (the  same) dft   ' 

Dividend div. 

Debtor Dr. 

Draft .tlft. 

Errors  and  omissions  excepted. 

E.&O.E. 

Errors  excepted E.E. 

Exchange:  Exchequer Exch. 

Export;  Exporter;  Expense,  .cxp. 

First  class Al 

Foot  or  feet 

Free  on  board f.  o.  b.   | 

Gallon gaL    ' 


r  gro. 


Hogshead hhd. 

Hundredweight cwL 

loweyou I.O.U. 

Inch  or  inches in, 

I; 


Interest int.    | 

Inventory inv"!.   . 

Invoice inv. 

Invoice  book I.B. 

Journal .jour.  _ 

Journal  day  book J.D.E 

Journal  folio J.F.  ' 

Kilogram Kilo.,  Kg;  J 
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Manifest Mfst. 

Meraoranduni  Mem. 

Memorandum  book Mem.  B. 

Merchandise mdse. 

Mortgage Mtg. 

Number;  Numbers No.,  Nos. 

Ounce OB. 

Package pkg. 

Paid pd. 

i    Pay  on  delivery P.O.D. 

Payment pay't 

Pock pk. 

Piece pee.  or  pc. 


.  .Adv. 


Administrator odm.,  admi 

Advocate 

Against  {versus}.. 

Alderman Aid. 

And  others  {e/  alii) et  al. 

Attorney Atty. 

Attorney  General,, Atly.Gcn. 

Chancellor Chanc. 

Chief  Justice C.J.,  Ch.J. 

Civil Civ. 

Civil  Service C.S, 

Clerk elk. 

Clerk  of  Privy  Council C.  P,  C. 

Commissioner Com,,  Comr. 

Common  Plea.s C,P. 

Congress Cong. 

Congressional  Record  ..Cong.Rec. 

Corresponding  Secretary.. Cor. Sec. 

Defendant dft.,  deft 

Democrat;  Democratic Dem, 

Department;  Deponent. 

DepL,  Dcp. 

Deputy Dep. 

District  Court D.C. 

Envoy  Extraordinary  and  Minis- 
ter Plenipotentiary. 

F..E.  &M.P. 
I  ExeciitiveCommittce...Exec.C(jm. 
r'Sxecutor Rsec. ,  Exr. 


PCS   or  pi 

Plea.se  exchange  . . 
Pound  or  pounds. . . 

P.X. 

lb. 

qr 

reed 

retd 

Yard  or  yards 

yd. 

1  LKOAT,  AKD  CW 

Financial  Secretary. 
Oovemor 

Fin.Sec. 

..Gov.,  Govr. 

His  (or.  Her)  Britannic  Majesty. 

H.B.M. 

Hia  (or.  Her)  Majesty H,M. 

His  (or.  Her)  Majesty's  Customs. 
H.M.C. 

House  of  Representatives.  ...H.B. 

Incorporated incor. 

Inltnml  Revenue Int.Rev. 

J  udge  Advocate J.  A. 

Judge  of  Probate J.Prob. 

justice  of  the  Peace. .  .J.P.,  Jus. P. 

King's  Bench K.B. 

King's  Counsel K.  C. 

Legal Leg- 
Legislature  Leg.,  Legis. 

Member  of  Congress;  Master  of 
Ceremonies;  Master  Comman- 
dant   M.C. 

Member  of  Pariiament M.  P. 

Member  of  Provincial  Parliament. 
M.P.P. 

Notary  Public N.P. 

Parliament ;  Parliamentary . ,  Pari. 

Plaintiff plf.,  plfT..  pltff. 

Post  Office P.O. 

Postal  Note P.N. 

P.M. 
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Privy  Councilor P.C. 

Public  Documents Pub.  Doc. 

Queen  Victoria  ( Victoria  Regina). 

V.R. 

Queen's  Bench Q.B. 

Queen's  Counsel Q.C. 

Register ;  Registrar Reg. 

Republican ;  Representative ;   Re- 
port   Rep. 

Revised  Statutes Rev.  Stat. 


Secretary Sec. 

Senate ;  Senator Sen. 

Solicitor Sol. 

Solicitor  General SoLGen. 

Superintendent  Supt 

Superior  Court ;  Supreme  Court 

Sup.Ct 
United  States  District  Court 

U.S.D.Ct 
United  States  Senate U.S.S. 


abbhevtations  relattno  to  timb. 


Afternoon P.M. 

April Apr. 

August Aug. 

Before  Christ  {ante  Christum). 

Century Cen. 

Christmas.* Xmas. 

Day ;  Days d.,  ds. 

December Dec. 

February Feb. 

Forenoon A.M. 

Friday Fri. 

Hour h.,  hr. 

Hours hrs. 

In  the  meantime  {^aii  interim). 

ad.  int. 
In  the  year  of  our  Lord,  or  In  the 

Christian  Era(<^7/////>  Domini),  K,  D. 
In  the  year    of  the  world   {anno 

mundi) A.M. 

January Jan. 

July Jul. 


June Jun. 

(June  and  July  are  rarely  abbrevii^ted.) 

Last  month  {ultimo) ult 

March Mar.,  Mch. 

Minute min. 

Monday Hon. 

Month mo.  (pL,  mos.) 

New  style N.S. 

Next  month  (proximo) piox. 

Noon  {meridian) M. 

November Nov. 

October Oct. 

Old  style O.S. 

Saturday Sat 

Seeond sec. 

September Sept 

Sunday Sun. 

This  month  {instant) inst. 

Thursday Thurs. 

Tuesday . .  .Tues. 

Wednesday Wed. 

Year ;  years yr.,  yrs. 


GEOGIIAPITICAI.  AHHREVIATIOXS. 


Africa ;  African Af r. 

Alabama Ala. 

Alaska Alas. 

America ;  American .  Am.  or  Anur. 
Argentine  Rei)ublic Arg.Rep. 


Arizona Ariz. 

Arkansas  Ark. 

Australia;  Australian Austral. 

Austria;  Austrian. 

Aus.,  Aust,  Austr. 
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Avenue Ave. 

Bahamas Bah. 

Baltimore Bait. ,  Balto. 

Barbados Barb. 

Belgium ;  Belgian Belg. 

British  America Br. Am.,  B. A. 

British  Columbia B.C. 

Borough bor.  or  Bor. 

Britain ;  British Brit. 

British  India B.I. 

California Cal. 

Cambridge Cam. 

Canada Can. 

Canterbury  (Oi/f///<ir/V/). Cantuar. 

Cape  Breton C.B. 

Cape  of  Good  Hope C.G.H. 

Central  America Cen.  Am. 

Chicago Chi. 

Colorado Colo. 

Better  than  Col.,  in  order  to  distin- 
guish it  easily  from  Cal. 

Connecticut Conn. 

Should  never  be  abbreviated  Ct.,  for 
the  reason  that  it  might,  in  hasty 
handwriting,  be  confounded  with  Vt. 

County Co. 

Court  House C.H. 

Dakota Dak. 

Delaware Del. 

District Dist. 

District  of  Columbia D.C. 

Dominion Dom. 

Dublin Dub.,  Dubl. 

Ecuador Ecua. 

England;  English Eng. 

Europe Eur. 

Florida Fla. 

France ;  French Fr. 

Georgia Ga. 

Germany ;  German Ger. 

Great  Britain. 

G.B..  Gt.Br.,  GtBrit. 

Greece;  Greek ..Gr. 

Hawaiian  Islands H.I. 

Honduras Hond. 

Idaho Ida. 

Illinois 111. 


Indian  Territory Ind.T. 

Indiana Ind. 

Indo-European Indo-Eur. 

Iowa la. ,  lo. 

Ireland Ir. ,  Ire. 

Island Is. ,  Isl. 

Italian Ital. 

Italy It. 

Japan Jap. 

Kansas Kan.,  Kans.,  Kas. 

Kentucky Ky. 

Better  than  Ken.,  for  the  reason  that 
Ken.  might  be  mistaken  for  Kan. 

Lake L. 

London Lon.,  Lond. 

Louisiana La.,  Lou. 

Maine Me. 

Manitoba Manit. 

Marj'land Md. 

Massachusetts Mass. 

Mexico Mex. 

Michigan Mich. 

Minnesota Minn. 

Mississippi Miss. 

Missouri Mo. 

This  abbreviation  is  exceptional,  and 
almost  absurd.  The  most  common  abbre- 
viation of  a  state  is  the  first  part  of  the 
word;  aSj  Ala.,  Conn.,  Miss.,  Mass.,  etc. 
Another  is  the  first  and  last  letters  ;  as» 
La.,  Pa.,  Me.,  Ga.,etc.  But  .M«».  is  a  third 
ana  unique  form  ;  but  long  usa^^e  has 
made  it  mtellipible  and  hence  it  is  best 
to  keep  it.  Mis.  would  t>e  confounded 
with  Miss. ;  and  Mi.  with  Me. 

Montana Mont. 

Mountain Mt.(pl.,Mts.) 

Nebraska Nebr. 

Best  form,  as  Neb.  might  be  mistaken 
for  Nev.,  Nevada. 

Netherlands Neth. 

Nevada Nev. 

New  Brunswick N.  B. 

New  England N.  E. ,  N.  Eng. 

Newfoundland N.  F. 

New  Hampshire N.  H. 

New  Jersey N.J. 

These  initials  are  too  much  like  N.Y.. 
N.H.,  N.C.,  and  so  on,  to  make  it  at  all 
times  safe  to  use  them  for  the  state. 
Better  in  cases  where  space  is  limited,  to 
write  it  *' N.  Jersey." 
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New  Mexico, N.Mex. 

New  S^mth  Wales N.S.W. 

New  York N.Y, 

New  Zealand N.Z..  N.ZeaL 

North  America N.  A. 

North  Carolina. N.C. 

North  Dakota. N.Dak. 

Nortliwest  Tetritory N.W.T, 

Norway Norw. 

Nova  Scotia. N.S. 

Ohio. O. 

Ontario Ont, 

Oregon Or.,  Ore.,  Oreg. 

Oxford  {0.tottia) Oxou. 

Pennsylvania Pa, 

This  i«  bellCT  Ihiili  Penn.  for  Ihereuon 
that  Itig  taller  Is  ivo  nincb  likE  Tenn. 

Philadelphia. Phil.,  Phila. 

Province  of  Quebec P.Q. 

Quebec Q.,  Que. 

Railroad R.  R . 

Rhode  Island R.I. 

River R. 

Russia;  Russian Rubs. 


Sandwich  Islands S.T, 

Kcolland Scot. 

South  Africa S.  A. 

South  America S. A..  S.Am. 

S(»uth  Carolina S,C. 

South  Dakota S.  Dak. 

Spain Sp. 

Sweden Sw. 

Switzerland SwiL ,  SwiU. 

Tennessee Tenn. 

Territory Ter.  Terr. 

Texas Tejc 

Township I41. 

United  States  of  America.  .U.S.A. 

Utah U. 

Venesuela Venet. 

VetTOont Vt. 

Village vil,  or  Vil. 

Washington Wash. 

West  Indies. W.I. 

West  Virginia W.  Va. 

Wisconsin Wis. 

Wyoming Wyo. 

York  {EbonKum) Ebor. 


UltEVIATIONS  HELATING  TO  C'linU'll  AFFAIltS. 


Catholic Cath. 

Church Ch. 

Clergyman CI.,  clerg. 

Congregational Cong. 

Deai-on Dea. 

Defender    of    the      Faith     (Fidfi 

I),/,iisor) Fid.Def. 

Dfo  Opiii'iii  Mii.xiiiw  (lc>  God,  the 

best,  the  greatest) D.O.M. 

DioCL'se dio. ,  dioc. 

Efclesiasles Keel..  Ivcclcs. 

Kn^lish  translation E.T. 

Episcopal Epis. 

Evangelical Evang. 

God  willing(/7,v  7',-/,-»h) D.  V. 

Independent      Methodist. 

lnd.Meth. 


Methodist Mcth. 

Methodist  Episcopal M.E. 

New  Testament N.T. 

Old  Testament O.T. 

Presbyteriiin Presb. 

Protestant Prot 

Reformation Ref, 

Reformed  Church  in  America. 

R.C.A. 

Reverend ;  RcvcUilion Rev. 

Revised  Version Rev.Ver. 

Roman  Catholic. .R.C,  Rom.Cath. 

Trinity Trin. 

Unitarian Unit. 

United  Brethern U.  B. 

United  Presbyterian U.P. 

Universalist Univ. 
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ABBREVIATIONS  OF  OltUKR^  A^ID  SOCIETIES. 


Academy  of  Science A.S. 

American  Association  for  the  Ad- 
vancement of  Science. , A. A.A.S. 

Aiuertcan  Association  fur  the  Pro- 
motion of  Science A.  A.  P.  S, 

American  and   Foreign  Bible  So- 
ciety  A.F.B.S. 

American  Board  Commissioners  for 
Foreign  Missions  ..  .A. B.C.F.M. 

American   Geographical   and  Sta- 
tistical Society A.G.S.S. 

American  Institute A.I. 

American   Institute    of     Architec- 
ture  A.I.A. 

American  Institute  of  Mining  En- 
gineering   A.I.M.E. 

American  Missionary  Association. 
A.M.A, 

American  Order  of  Stationary  En- 
gineers  A.O.S.E, 

American  Peace  Society A.P.S. 

American  Protestant  Association. 
A.  P.  A. 

American  Railway  Union.  A.R.U. 

American  Society  [or  the  Preven- 
tion of  Cruelty  to  Animals. 

A.S,P,C,A. 

American   Society  of  Civil    Engi- 
neers and  Architects.  A.S.  C.E.  A. 

American    Society  of    Mechanical 
Engineers A.S.  M.E. 

American  Statistical  Association, 
A.S.A. 

American  Unitarian  Association. 
A.U.A. 

Ancient  Free  and  Accepted  Masons. 
A.F.A.M..  A.F.&A.M. 

Ancient  Order  of  Foresters.  A.  O.F. 

Ancient  Order  of  Hibernians. 

AO.H. 

Ancient  Ordcrof  United  Work  men. 
A.O  U.W. 

AMOciated    Brotherhood    of     I  ron 
wad  Steel  Workers.. A.B.I.S.W. 


Astronomical   Society  of    the  Pa- 
cific  A.S.P. 

Benevolent  and  Protective  Order 
of  Elks B. P.O.Elks 

British  and  Foreign  Bible  Society. 
B.&F.B.S. 

British  Association B.A. 

British  Women's  Temperance  As- 
sociation  B.  W.T.A, 

Brotherhood  of  Liucomutive  Engi- 
neers  B.L.E. 

Chautauqua    Literary  and  Scien- 
tific Circle. C.L.S.C. 

Church  Missionary  Society.C.M.S. 

Engineer  Volunteers E.V. 

GrandArmyofiheRepublicG.A.R. 

Improved  Ordcrof  Red  Men. 

ImpdO.R.M. 

Independent  Order  of  Foresters. 
I.O.F. 

Independent  Order  of  Good  Tem- 
plars  I.O.G.T. 

Independent  Order  of    Odd  Fel- 
lows  LO.O.F. 

Independent    Order   of     Sons    of 

Malta I.O.S.M. 

of  Civil  Engineers. 


Institute  of  Mechanical  Engineers. 
Inst.  M.E. 

Institute  of  Naval  Architects. 

Inst.  N.  A. 

International   Typographical   Un- 
ion  I.T.U. 

Knight  of  the  Garter K.G. 

Knight  of  the  Legion  of    Honor 
(France) K.L.H. 

Knight  of  Malta K.M. 

Knight  of  St.  Patrick K,  P. 

Knights  of   Honor K.  of  H. 

Knights  of  Labor K.  of  L. 

Knights  of  Pythias K.  o(  P. 

Knights  Templars K.T. 

Mexican  War  Veterans.  ..M.W.V. 


Nntionnl  Academy  of  Design. 

N.A.D. 

Nationn)  Academy  of  Scient'es. 

N.A.S, 

Nstiuiiiil  Anaociation  o£  Stationary 
Gnginc.'ors N.  A.S.  E. 

Order  of   United    American    Me- 
chanics.   O.U.A.M. 

Orderot  United  Aoieriians,O.U.  A. 

Koyol  Academy  of  Hii»ic..K.A.M. 

Royal  Arcli  Chapter R.  A.C. 

RtiyalCollegcof  Physldaus.R.C.P, 

Royal  College  of  Surgeons..  R.C.S. 

Royal  Historical.  Huinunc,  or  Hor- 
ticullural  Society R.H.S. 

Society    tor    thu    Prevuntion    of 
Crime S.P.C. 


Society  for  the  Prevention  of  Cru- 
elty to  Animals S.P.C.A. 

Society  for  the  PrevcnUon  of  Cru- 
elty to  Children S.P.C.C. 

Sons  of  Temperance S.  of  T. 

Woman's    Christian    Temperance 
Union W.C.T.U. 

Women's  Christian  Association. 

W.C.A- 

Voung    Men's    Christian   AKisocia- 
tion Y.M.C.A. 

Young  Men's  Christian  Union. 

Y.M.C.U. 

Young  Wonieii's  ChnEtian  Asso- 
ciation  V.W.C.A. 

Young  Women's    Christian   Tem- 
perance Union Y.W.C.T.U. 


I 


ABDitKVIATlOXS  OF  TITLES. 


Abbott ;  Abbess Abb. 

Acting    Assistant    Quartorraaster 

fioneral A.  A.^.M-G. 

Adjutant  General A,  0, 

In  our  nrmv  thfn  smfT  officer  ranks  bs 
■  ItriKUdierr.i-ntral,  whi-n..[lMij\ilBhcHl 
grade. 

Admiral Adm. 

Archbishop Abp. 

Assistant  Adjutant  Ticneral. 

A.A.G. 

Assistant  Qu.Trtermastcr.  .A.Q.M. 

As^stant  Quartermaster  General. 

A.Q.M.G. 

Baronet Bart. 

Bishnp Bp. 

Brigadier  General llriy.Gcn. 

Captain....  + Capt. 

Cai-dinnl Card. 

Chancellor Chanc, 

Colonel Col. 

Commandant Comrit 

Commander Com. 

Commodore ^ Com. 

Deputy  Adjutant  noncral..D.A.G. 
Deputy  Lieulennjjt D.  L. 


Eari E. 

Ensign Kns. 

Esquire  (formerly  Eiiqra.)....BAq. 
Bscellency. Excl 

^e>lcr.^l flcn.,  Gcnl. 

His    Kxtxllcncy,    His    Eminence. 
lI.E. 

Hou.ir:il)lL' lion. 

(Cninlit KL 

LieutL-n^int I.ieut .  I-L 

Liculii.mil  CnU.ncl Lt.Col. 


ral. . 


,.I.t,Ge 


Sra.ian 
.Madaiv 


Mail. 

Mme, 

Maj. 

...Maj.Gen. 


Major  ncniTiiI... 

Master  or  Mi^U-r Mr. 

Mesdumcs Mmes. 

.V,'j.i-/.'»/-.v((;L.T)llciiiL-n)..,. Messrs. 

Midtihipniiii. Mid. 

Mislres-^  i.r  Missis Mrs. 

Most    W,ir.-.liiiiful;    M.ist   Worthy. 
M.W. 

■PreBidcnl Pros. 

Professor Prot. 
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t. Prov. 

rraaster  General Qm.G. 

dmiral R.A. 

Rect. 

Professor Reg.  Prof. 

x-end Rev. 

't  Honorable Rt.Hon. 

t.  Reverend Rt.Rev. 

t  Worshipful. 

R.W.,  Rt.Wpful. 


Surgeon  General Surg.  Gen. 

Venerable Ven. 

Very  Reverend V.R.,  V.Rev. 

Vicar  Apostolic V.  A. 

Vice  Admiral V.Adm. 

Vice  Chairman;   Vice  Chancellor. 

V.C. 

Vice  General Vice  Gen. 

Vice  President Vice  Pres. 

Viscount Vis.,  Visct. 


ABBREVIATIOXS  OF  I>KCillKES,  FELLOWSHIPS,  KTC. 

(For  other  abbreviations  of  scholastic  degrees,  sec  Art.  lii^.) 


^sociate  of  the  Royal  Academy. 

A.  R.A. 

achelor  of  Civil  Law B.  C.  L. 

achelor  of  Literature.  B.  L. ,  B.  Lit. 
^^chelor of  Music.  B.  Mus. ,  Mus.  Bac. 

bachelor  of  Oratory B.O. 

X)octor  of  Natural  Philosophy. 

Dr.  Nat.  Phil. 
Doctor  of  Natural  Science. 

Dr.Nat.Sc. 
Doctor  of  Sacred  Theology.. S.T.  D. 
Doctor  of  Veterinary  Science. 

D.V.S. 

Dynamical  Engineer D.  E. 

Fellow  of   Royal  Society     {Regict' 

Societatis  Socius) .  F*.  R.  S. ,  R. S.  S. 

Fellow  of  the  American  Academy 

(Academicc  Americana:  Socius). 

A.A.S. 
Fellow  of  the  Entomological    So- 
ciety   F.E.S. 

Fellow  of  the  Geological  Society. 

F.G.S. 


Fellow  of  the   Historical    Society 
(His  tori  IE     Societatis      Socius). 

H.S.S. 
Fellow  of  the  Philological  Society. 

F.P.S. 
Fellow  of  the  Society  of  Arts,  Fel- 
low of  the  Antiquarian  Society. 

F.A.S. 

Master  of  Laws.  .^ LL.M. 

Master  of  Philosophy Ph.  M. 

Member  of  Legislative  Council. 

M.L.C. 
Member    of    Royal    Academy    of 

Science M.R.  A,S. 

Member  of  the  Royal  Institution. 

M.R.I. 
Member  of  the  Royal  Irish  Acad- 

Member  of  the  Royal  Society  of 

Literature M.R.S.L. 

Member  of  the  Statistical  Society. 

M.S.S. 
Topographical  Engineer T.E. 


ITXCL.ASSIFIE1>  A BB«EVI ATIONS. 

Abridged abr. 

Aide-de-Camp A.D.C. 

And  others ;   And  so  forth  (et  cet- 
era)  etc.,  &c. 


Anonymous Anon. 

Answer a.  or  ans. 

Answer,  if  you   please    {repondcz 
s*ii  vous  pi  ait) R.  S.  V.  P. 
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.  .app. 


Appenmx  

Approximale 

Architecture;  Archittot Arch. 

Article art. 

Boards  (bookbinding) bds. 

Book bk. 

Brevet ;  Bravetted Brev, 

Brother Bra. 

The  plural  is  Broa..  not  Bro'i. 

Building bldg. 

Capital  letter cap. 

Centigrade;  Central "      l. 

Chapter 

Coadjutor 

College 

Compare 

Confederate  States  of  Ar 

Cycliipedia. Cyc. 

Dead-Letter  Office D.L.O. 

Degree I>eg. 

Dicliunary diet. 

Dramalis   person(f,  (the   persons 

of  the  drama). .Dram.Pcrs. 

Dynamics. dyn.,  dyai 

Edition ed. 


..Ed. 


Editor 

Engineer;  Engineering eng. 

Example 

Fahrenheit Fah.,  Fahr. 

/>t-<y  (lie  did  it) fee. 

Figure fig. 

Forexamplc(c.rifm//i'^rfl/iVi).  .e.g. 

General  Order G.O. 

Hanrlkcrchief hdkf . 

Histdry ;  Historical hist. 

Jn  transitu  (in  the  passage). 

Ineiignilo  (unknown) incog. 

Intriwluction Intro. 

It  does  not  follow  (non  seijuitur). 

Latitude 

Library Lib. 


Longitude '""g 

Manufactured Mfrt. 

Manufacturers Mfrs. 

Manufacturing Ufg. 

Manuscript;  Manuscripts. 

MS.,  MSS. 

Military MiL 

Mutual Mut. 

Namely  (7' /iW/i-i-/) vix. 

National Nat. 

iVoia  inni- N.B. 

e.Pages ...p..  pp. 

osophy PhiL 

a<'°" poi>. 

>ffice  Order P.O.O. 

Js,  shiilings,  and  pence. 

£,  s.,  and  d. 
/      /cw/n/'tf  (for  the  time),  pro  tem. 

Query qy. 

Question qti.,  qucs. 

Quod  crat  demoastrandum  (which 
was  to  be  demonstrated).. q.e.d. 

Railroad R.S, 

Railway Ry. 

Recipe Rec. 

Regiment Reg, 

Remark Rem. 

Review Rev. 

Sciiieet  {aarauly ;  to  wit) scil. 

Section .sec 

Solution sol. 

Supplement Snpp. 

That  is  {id  est) i.  e. 

The  same  {idem) id. 

Transpose tr. 

United  States  Army U.S.A. 

United  Stales  Mail  or  Marines. 

U.S.M. 
United  States  Military  Academy. 
U.S.M.  A. 
United  Slates  Naval  j\cademy. 

U.S.N.A, 

United  States  Navy U.S.N. 

United  States  Steamsliip. .  .U.S.S 
Volume , vol 
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The  following  slgrns  and  characters  are  in  daily  use: 


To  oral (^ 

Account "/c 

Bill  of  lading "A 

Bill  rendered •/« 

Bill  of  sale % 

Cents f 

Care  of «/« 

Days  after  date "/(. 

Days  alter  sight "/i 

Free  on  board Vc 

Joint  account ■'/a 

Letter  of  credit V< 

Letters  of  marque Vnr 

Pounds  sterling £ 

On  account  of  custom ,"/j 

Out  of  courtesy •/* 

Per  cent % 

Per y 


Dollars S 

Number J( 

Mmm  "pnundB,"  it  written  ■dor  & 
flBurcMWJt, 
Check  mark ^ 


Ditto,     (ThE  E 

Degrees 

Primes;  Minutes;  Feet... 
Seconds ; Inches 

One  and  one-fourth 

One  and  one-half 

One  and  ibree-tourtha 

Addition  (plus) 

Subtraction  (minus) 

Hull i plication  (by  or  into). 

Division  (divided  by) 

Equals  (equality) 


rOSTAX,  IXT'OUMATION. 


CliASi^ES  OF  MAIL  M-VTTEIt:  RATE!^  OF  POSTAGE. 
136.  Fli-st-t'lass  Matter. — On  matter  that  is  wholly  in 
wilting,  sealed  or  unsealed,  printed  comtnercial  papers 
filled  out  in  writing,  having  the  nature  of  a  personal  coire- 
spondence,  or  being  the  expiTJSsion  of  a  money  value,  such  as 
notes,  drafts,  receipts,  executed  deeds,  and  insurance  policies, 
manuscripts  for  publication  when  unaccompanied  by  proof 
sheets,  reproductions  by  the  copygraph  and  similar  proc- 
esses, which  are  in  the  nature  of  personal  correspondence, 
or  imitating  written  matter,  and  all  packages  the  contents 
of  which  cannot  be  a.scertained  without  destroying  the 
wrapper,  the  postage  is  2  cents  for  each  ounce,  or  for  each 
fraction  thereof.  On  local  or  drop  letters  at  offices  where 
there  is  no  free  delivery  by  carrier,  1  cent.  Weight  of  pack- 
s  not  limited.     Postal  cards,  1  cent. 


74  LETTER  WRITING. 

127.  Seooml-Class    Matter. — This  class  includes  i 
newspapers,  periodicals,  or  matter  exclusively  in  print  aru 
regularly  issued  at  stated  periods  from  a  known  office  < 
publication  or  news  agency.     Postage,  1  cent  a  pound  i 
fraction  thereof.      Weight  of  packages  not  limited.      T 
only  writings  or  prints  that  may  be  enclosed  with  or  on  suclfl 
matter  are:  Name  and  address  of  publishers,  and  of  partW 
addressed;    index  or  expiration  figures;    printed  title  aaS 
office  of  publication;    corrections  of  typographical  errorsS 
marks  to  call  attention  to  any  passages;  the  words  "  sample 
copy"  or  "  marked  copy";  and  bills,  receipts,  and  subscrip 
tion  orders,  which,  however,  must  contain  no  other  infoi 
mation   than   the   name,  place  of  publication,  subscription 
price,  and  subscription  due;  the  number  of  copies  contained 
in  package  may  be  noted. 

Transient    newspapers   and    periodicals   that   have  beei 
entered  as  second-class  matter,  1  cent  for  4  ounces,  or  frs 
tion  thereof. 

128.  Tlili*d-Clas.s  Matter.— Mail  matter  of  the  third 
class  embraces  books  {printed  and  blank),  circulars,  am 
other  matter  wholly  in  print,  proof  sheets  and  corrected  prot 
sheets  and  manu.seript  copy  accompanying  the  same,  hand^ 
bills,  posters,  chromolithographs,  engravings,  heliotypes, 
lithographs,  photographic  and  stereoscopic  views,  with  title 
written  or  printed  thereon,  printed  blanks,  printed  cards. 
Postage,  1  cent  for  each  li  ounces  or  fractional  part  thereof. 

Third-class  matter  must  admit  of  easy  inspection,  other- 
wise it  will  be  charged  letter  rates  on  delivery.  It  must  be 
fully  prepaid,  or  it  will  not  lie  fonvarded. 

The  limit  of  weight  is  4  pounds,  except  single  books  |j 
separate  packages,  on  which  the  weight  is  not  limited, 
is  entitled,  like  matter  of  the  other  classes, 
deliveiy  when  special -delivery  stamps  are  affixed  in  additii 
to  the  regular  postage. 

Upon  matter  of  the  third  class,  or  upon  the  wrapper  tl 
envelope  enclosing  the  same,  or  the  tag  or  label  alta 
thereto,  the  sender  may  write  his  own  name,  occupatloi 
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and  residence  or  business  address,  preceded  by  the  word 
from,  and  may  make  marks  other  than  by  written  or  printed 
words  to  call  attention  to  any  word  or  passage  in  the  text, 
and  make  correct  any  typographical  errors.  There  may  be 
placed  upon  the  blank  leaves  or  cover  of  any  book,  or 
printed  matter  of  the  third  class,  a  simple  manuscript  dedi- 
cation or  inscription  not  of  the  nature  o£  a  personal  corre- 
spondence. Upon  the  wrapper  or  envelope  of  third-class 
matter,  or  the  tag  or  label  attached  thereto,  may  be  printed 
any  matter  mailable  as  third  class,  but  there  must  be  left 
on  the  address  side  a  space  sufficient  for  the  legible  address 
and  necessary  stamps. 


129.  Fourth-Class  Matter. — Mailable  matter  of  the 
fourth  class  embraces  blank  cards,  cardboard,  and  other 
flexible  material,  flexible  patterns,  letter  envelopes  and 
letter  paper,  merchandise,  models,  ornamented  paper,  sam- 
ple cards,  samples  of  ores,  metals,  minerals,  drawings,  plans, 
designs,  original  paintings  in  oil  or  water  colors,  and  any 
other  matter  not  included  in  the  first,  second,  or  third 
class,  and  which  is  not  in  its  form  or  nature  liable  to 
destroy,  deface,  or  otherwise  damage  the  contents  of  the 
mail  bag,  or  harm  the  person  of  any  one  engaged  in  the 
postal  service;  or  matter  excluded  by  sections  3,S93  and 
3,8!)4  Revised  Statutes,  to  wit,  obscene  matter  and  matter 
concerning  lotteries.  Postage  rate  thereon,  1  cent  for  each 
ounce  or  fractional  part  thereof. 

Other  articles  of  the  fourth  class,  which,  unless  properly 
secured,  might  destroy,  deface,  or  otherwise  damage  the 
contents  of  the  mail  bag,  or  harm  the  person  of  any  one 
engaged  in  the  postal  service,  may  be  transmitted  in  the 
mails  when  they  conform  to  the  following  conditions; 
(1)  They  must  be  placed  in  a  bag,  bo.t,  or  removable  envel- 
ope made  of  paper,  cloth,  or  parchment;  (2)  such  bag,  box, 
or  envelope  must  again  be  placed  in  a  box  or  tube  made  of 
metal  or  some  hard  wood,  with  sliding  clasp  or  screw  lid; 
(3)  in  case  of  articles  liable  to  break,  the  inside  box,  b.ig,  or 
envelope  must  be  surrounded  by  sawdust,  cotton,  or  spongy 
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substance;    (4)  in   case   of  sharp-pointed   instruments,   the! 
points  must  be  capped  or  encased;  and  \then  they  havel 
blades,  such  blades  must  be  bound  with  wire;  (5)  the  whole  1 
must  be  capable  of  easy  inspection.      Seeds,  or  other  articles  | 
not  prohibited,  which  are  liable  from  their  form  or  nature  ^ 
to  loss  or  damage  unless  specially  protected,  may  be  put  up 
in  seated  envelopes,  provided  such  envelopes  are  made  of 
material  sufficiently  transparent  to  show  the  contents  clearly 
without  opening. 

Upon  any  package  of  matter  of  the  fourth  class  the  sender  I 
may  write  or  print  his  own  name  and  address,  preceded  by  I 
the  v/ord /ri'in,  and  there  may  also  be  written  or  printed  the  J 
number  and  names  of  the  articles  enclosed ;  and  the  sender  I 
thereof  may  write  or  print  -apon  or  attach  to  any  such  j 
articles,  by  tag  or  label,  a  mark,  number,  name,  or  letter, 
for  purpose  of  identification,  and  any  matter  not  in  the  j 
nature  of  personal  correspondence  may  be  printed  on  the  i 
wrapper  or  label,  or  be  enclosed  within. 

Fourth-class  matter  may  be  registered  and  must  be  fully  I 
prepaid. 

130.  Registration. — All  kinds  of  postal  matter  may  be  J 
registeretl  at  the  rate  of  8  cents  for  each  package  in  addition  i 
to  the  regular  rates  of  postage,  to  be  fully  prepaid  by  I 
Stamps.  Each  package  must  bear  the  name  and  address  of  J 
the  sender,  and  a  receipt  will  be  returned  from  the  person  J 
to  whom  addressed.  Mail  matter  can  be  registered  at  all  I 
post  offices  in  the  United  States. 

The  Post-Office  Department  or  its  revenue  is  not  by  lawfl 
liable  for  the  loss  of  any  registered  or  other  mail  Tnatter.  V 
Congres.s,  at  a  recent  Session,  passed  an  act  authorizing  t 
Postmaster  General  to  formulate  a  system  by  which  i 
mity — not  to  exceed  *10  for  any  one  registered  piece 
ilbe  paid  for  the  loss  of  first -class  registered  matter. 

tXl.    All  matter  concerning  lotteries,  gift  concerts,  ( 
1  to  defraud  the  public,  or  for  the  pui 
E  BOOey  under  false  pretenses,  is  denied  tranra 
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133.  The  franking  privilege  was  abolished  July  I,  1873, 
but  the  following  mtiil  matter  may  be  sent  free  by  legislative 
saving  clauses;  viz: 

1.  All  public  documents  printed  by  order  of  Congress, 
the  Congressional  Record  and  speeches  contained  therein, 
franked  by  Members  of  Congress,  or  by  the  Secretary  of  the 
Senate,  or  by  the  Clerk  of  the  House. 

2.  Seeds  transmitted  by  the  Secretary'  of  Agriculture,  or 
by  any  Member  of  Congress,  procured  from  that  IX']>artment- 

3.  All  periodicals  sent  to  the  siibscribcrs  within  the 
county  where  printed,  except  when  sent  to  free  delivery 
offices. 

4.  Letters  and  packages  relating  exclusively  to  the  busi- 
ness of  the  Government  of  the  United  States,  mailed  only 
by  officers  of  the  same,  publications  required  to  be  mailed  to 
the  Librarian  of  Congress  by  the  copyright  law,  and  letters 
and  parcels  mailed  by  the  Smithsonian  Institution.  All 
these  must  be  covered  by  specially  printed  "  penalty  "  envel- 
opes or  labels. 

5.  The  Vice  President,  members  and  members-elect  and 
delegates  and  delegates-elect  to  Congress  may  frank  any 
mail  matter,  not  over  1  ounce  in  weight,  upon  official  or 
departmental  business. 

0.  AH  communications  to  government  officers  and  to 
members  of  Congress  must  be  prepaid  by  s!amps. 


MONEV  OimERS. 

133.  Money  in  sums  not  exceeding  tlOO  can  be  .sent 
with  safety  through  the  principal  Post  Offices  of  the  United 
States,  by  buying  Post-Office  Money  Orders,  The  rates  arc 
as  follows: 

For  domestic  money  orJers ;  For  sums  not  exceeding  ♦S.  50, 
3  cents;  over  t2,50  and  not  exceeding  t5,  .5  cents;  over  *5 
and  not  exceeding  #10,  8  cents;  over  *10  and  not  exceeding 
♦20,  10  cents;  over  *20  and  not  exceeding  »:iO,  12  cents; 
over  t30  and  not  exceeding  4i40,  15  cents;  over  $40  and  not 


78 


LETTER  WRITING. 


§21  ' 


exceeding  toO,  18  cents;  over  #50  and  not  exceeding  ♦GO, 
'iO  cents;  over  SCO  and  not  exceeding  i7o,  25  cents;  over 
♦75  and  not  exceeding  tlOO,  30  cents. 

For  fi>reign  money  orders^  For  sums  not  exceeding  tlO,  | 
10  cents;  over  llO  iind  not  exceeding  jao.  20  cents;  over  j 
»20  and  not  exceeding  *30,  30  cents;  over  *30  and  not  1 
exceeding  #40,  40  cents;  over  MO  and  not  exceeding  #50, 
50  cents;  #50  to  »tiO,  60  cents;  *(!0  to  #70,  70  cents;  #70  to  J 
♦80,  80  cents;  *80  to  J90,  ilO  cents;  »U0  to  #100,  #1. 


SPECIAI.    HEI,r\-ERY. 


134.  Affixing  a  special-delivery  stamp  of  the  value  of  I 
10  cents  to  any  letter  or  package  insures  its  immediate  1 
delivery  by  messenger  on  reaching  destination.  This  now  J 
applies  to  all  Post  Offices  in  the  United  States, 
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VALKNTINES,  ETC. 

135.  Valentines  and  unframed  Christmas  and  Easter  I 
cards,  and  other  cards  of  a  similar  character,  passing  between  J 
friends  in  small  quantities,  as  tokens  of  esteem,  are  trans-  1 
missible  in  mails  despatched  to  coimtries  of  the  Universal  | 
Postal  Union  (except  Canada  and  Mexico,  to  which  United! 
States  domestic  postage  rates  apply),  at  the  rate  and  under  1 
the  conditions  applicable  to  "printed  matter"  in  Postal  J 
Union  mails,  notwithstanding  they  are  compo.sed  partly  oCl 
silk  or  satin,  and  are  hand-painted  and  of  elaborate  design! 
and  finish.  But  such  cards  regularly  framed,  whether  withj 
wood,  metal,  or  other  material  usually  used  for  ptctur&fl 
frames,  are  not  entitled  to  transmission  as  ' '  printed  matter,  '*■ 
and  should  not  be  admitted  to  Postal  Union  mails  at  less 
than  the  letter  rate  of  postage  fully  prepaid;  nor  should.! 
articles  intended  for  use  (such  as  cushions,  etc.),  which  beat;* 
an  Easter  or  Christmas  greeting,  but  cannot  be  considere 
in  any  sense  "cards,"  be  treated  as  "printed  matter" 
said  mails. 
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RATES  OF  FOREIGN  POSTAGE. 

136.  The  rates  of  postage  to  all  foreign  countries  and 
colonies  (except  Canada  and  Mexico)  are  as  follows: 

Letters,  per  15  grams  (J  ounce) 5  cents 

Postal  cards,  each * 2  cents 

Newspapers  and  other  printed  matter,  per  2  ounces.   1  cent 
Commercial   papers    (such  as   legal   and   insurance 
papers,  deeds,  bills  of  lading,  invoices,  manu- 
script for  publication,  etc.) — 

Packets  not  in  excess  of  10  ounces. 5  cents 

Packets  in  excess   of  10  ounces,  for  each 

2  ounces  or  fraction  thereof 1  cent 

Samples  of  merchandise — 

Packets  not  in  excess  of  4  ounces 2  cents 

Packets    in  excess   of   4  ounces,   for  each 

2  ounces  or  fraction  thereof 1  cent 

Registration  fee  on  letters  or  other  articles 8  cents 

Ordinary  letters  for  countries  of  the  Postal  Union  (except 
Canada  and  Mexico)  will  be  forwarded,  whether  any  postage 
is  prepaid  on  them  or  not.  All  other  mailable  matter  must 
be  prepaid  at  least  partially.  Mail  matter  for  Hawaii,  Cuba, 
Porto  Rico,  and  to  the  United  States  possessions  in  the  Philip- 
pines, if  addressed  to  persons  in  the  service  of  the  United 
States  should  be  prepaid  at  Domestic  Rates,  and  at  Postal 
Union  Rates  if  addressed  to  other  persons. 

137.  The  following  are  the  rates  of  postage  to  Canada: 

Letters,  \>ev  ounce,  prepayment  compulsory 2  cents 

Postal  cards,  each 1  cent 

Newspapers,  per  4  ounces 1  cent 

Merchandise,  not  exceeding  4  pounds  (samples,  1  cent 

per  2  ounces),  per  ounce 1  cent 

Commercial  papers,  same  as  to  other  Postal  Union 

countries. 
Registration  fee 8  cents 

Any  article  of  correspondence  may  be  registered.  Pack- 
ages of  merchandise  are  subject  to  the  regulations  of  either 
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country  to  prevent  violations  of  the  revenue  laws;  must  not 
be  closed  against  inspection,  and  must  be  so  wrapped  and 
enclosed  as  to  be  easily  examined.  Samples  must  not  exceed 
8|  ounces  in  weight.  No  sealed  packages  other  than  letters 
in  their  usual  and  ordinary  form  may  be  sent  by  mail  to 
Canada. 

138.     The  rates  of  postage  to  Mexico  are: 

Letters,  newspapers,  and  printed  matter  are  now  carried 
between  the  United  States  and  Mexico  at  same  rates  as  in 
the  United  States.  Samples  are  1  cent  for  2  ounces;  limit 
of  weight,  8|  ounces.  Merchandise  other  than  samples  may 
only  be  sent  by  Parcels  Post.  No  sealed  packages  other 
than  letters  in  their  usual  and  ordinary  form  may  be  sent  by 
mail  to  Mexico,  nor  any  package  over  4  pounds  6  ounces  in 
weight 

Merchandise  cannot  be  sent  by  mail  to  foreign  countries, 
except  as  samples  as  above,  or  when  paid  at  the  rate  for 
letters;  except  that  a  Parcels  Post  is  in  operation  between  the 
United  States  and  Jamaica,  Barbados,  the  Bahamas,  British 
Honduras,  Mexico,  Hawaii,  Leeward  Islands,  Republic  of 
Colombia,  Salvador,  Costa  Rica,  Danish  West  Indies  (St. 
Thomas,  St.  Croix,  and  St.  Jolin),  British  Guiana,  Wind- 
ward Islands,  and  Newfoundland.  Merchandise  to  these 
countries,  l'-^  cents  for  each  ])()und  or  fraction  thereof. 
Limit  of  weii^iht,  11  ])()unds.  Linu't  of  size  to  Colombia, 
Costa  Rica,  and  Mexico,  *i  ft.  X  1  ft.  To  other  countries 
named,  0  feet  for  i^reatest  leni^th  and  i^irth  combined. 

Packages  of  canceled  or  luicanceled  postai>"e  stamps 
addressed  to  foreii^n  countries  (exce]H  when  sent  by  Parcels 
Post)  are  subject  to  postage  at  letter  rates. 


SUGGESTIONS  TO  TUK   l^lBT.Tr. 

(From  the  U  nit  t\1  Stat  is  Officuil  Postal  (iiaJ,.) 

Mail  all  letters,  etc.  as  early  as   ])racticahlc,  cspe- 
J^-r  Then  sent  in  large  numbers,  as   is   fre([uently  the  case 

and  circulars. 
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All  mail  matter  at  large  post  offices  is  necessarily  handled 
in  great  haste  and  should,  therefore,  in  all  cases  be  m  plainly 
addressed  as  to  leave  no  room  for  doubt  and  no  excuse  for 
error  on  the  part  of  postal  employes.  Names  of  states 
should  be  written  in  full  (or  their  abbreviations  should  Ije 
very  distinctly  written)  in  order  to  prevent  errors  that  arise 
from  the  similarity  of  such  abbreviations  as  Cal.,  Col, ;  Pa., 
Va..  Vt.;  Me.,  Ma,  Md.;  Ida.,  Ind. ;  N.  H.,  N.  M.,  N.  Y., 
N.  J.,N.  C,  D.  C. ;  Miss.,  Minn.,  Mass.;  Nev.,  Neb.;  Penn., 
Tenn. ;  etc.,  when  hastily  or  carelessly  written.  This  is 
especially  necessary  in  addressing  mail  matter  to  places  the 
names  of  which  are  borne  by  several  post  offices  in  different 
states. 

Avoid  as  far  as  possible  the  use  of  envelopes  made  of 
flimsy  paper,  especially  where  more  than  one  sheet  of  paper, 
or  any  other  article  than  paper,  is  enclosed.  Being  often 
handled,  and  subjected  to  pressure  in  the  mail  bags,  such 
envelopes  not  infrequently  split  open,  giving  cause  of  com- 
plaint. 

Never  send  money  or  any  other  article  of  value  through 
the  mail  except  either  by  means  of  a  money  order  or  in  a 
registered  letter.  Any  person  who  sends  money  or  jewelry 
in  an  unregistered  letter  not  only  nins  a  risk  of  losing  his 
property,  but  exposes  to  temptation  everyone  through  whose 
hands  his  letter  passes,  and  may  be  the  means  of  ultimately 
bringing  some  clerk  or  letter  carrier  to  ruin. 

See  that  every  letter  or  package  bears  the  full  name  and 
post-office  address  of  the  writer,  in  order  to  secure  the  return 
of  the  letter,  if  the  person  to  whom  it  is  directed  cannot  be 
found.  A  ranch  larger  portion  of  the  undelivered  letters 
could  be  returned  if  the  names  and  addresses  of  the  senders 
were  always  fully  and  plainly  written  or  printed  inside  or  on 
the  envelopes.  Persons  that  have  large  correspondence  find 
it  most  convenient  to  use  "  special-request  envelopes"  ;  but 
those  who  only  mail  an  occasional  letter  can  avoid  much 
trouble  by  writing  a  request  to  "return  if  not  delivered," 
etc.  on  the  envelope. 

When  dropping  a  letter,  newspaper,  etc.  into  a  street 
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(PART  2.) 


COMPOSITION    OF  LETTERS. 


IN\T^.XTIOX   AND    EXPRESSION; 

1,  In  any  composition,  letter,  sermon,  essay,  etc.,  two 
things  are  required:  (1)  Finding  something  to  say;  this  is 
hrocntion.     (2)  Saying  it;  Wiv^'vi^  expression, 

2.  Invention. — Invention  as  applied  to  a  written  com- 
position signifies  the  thinking  out,  so  to  s]Miak,  of  the  matter 
that  is  to  be  written.  Usually,  invcntion'is  the  more  difficult 
of  the  two  processes,  but  in  letter  writing,  as  opposed  to 
otl\er  forms  of  composition,  invention  is  comparatively  sim- 
ple and  easy.  Before  beginning  a  letter,  one  usually  knows 
quite  well  what  he  intends  to  say;  the  material  is  at  hand, 
and  the  chief  labor  consists  in  proper  expression.  Neverthe- 
less, a  certain  amount  of  attention  should  be  paid  to  the 
orderly  arrangement  of  the  material,  even  in  the  most 
informal  social  letter.  Before  beginning  a  letter  think  over 
what  you  want  to  say,  so  that  it  will  not  be  necessary  to  add 
one  or  more  postscripts  after  you  have  written  the  signature. 
The  essential  points  having  been  decided  on,  they  should  be 
presented  in  a  free  and  natural  manner.  In  the  case  of 
important  letters  it  is  best  to  note  on  paper  the  various 
points  to  be  considered,  and  arrange  them  in  the  most  logical 
order.     It  is  a  good  plan  to  first  make  a  rough  draft  of  such 
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a  letter,  revise  and  rearrange  the  topics,  and  condense  thf 
sentences  until  you  are  satisfied  that  the  letter  cannot  be 
improved;  then  make  a  fair  copy. 


3.     Expression,  in  letter  writing,  embraces  the  followin| 
subjects:  (1)  spelling;  (2)  diclion,  or  use  of  words;   (;i)  c 
struction  of  sentences;  (4)  punctuation;   (5)  construction 
paragrctphs. 


1^^^^^^ 


SPELLING. 

4.  To  properly  express  one's  st^lf,  it  is  necessary 
master  Evglish  spelling,  which  is  the  art  of  expressing  an 
English  word  by  its  proper  letters.  What  are  these  proper 
letters  ?  Usage  and  the  authority  of  recognized  dietionaries 
must  determine.  Misspelling  is  one  of  the  common  faults 
of  English  letter  writing.  It  is  surprising,  indeed,  to  find 
so  many  persons  that  speak  correctly  enough,  whose  writing 
is  atrociously  bad.  We  see  men  that  lay  claim  to  an  ordinary 
good  education,  and  elected  perhaps  on  the  strength  of  that 
claim  to  some  public  office,  unable  to  express  themselves  in 
writing  without  shocking  those  that  read  their  productions. 
Such  men  often  inflict  injury  on  the  very  comn. unities  they 
officially  represent  or  rather  misrepresent. 

Still,  correct  spelling  is  easily  enough  acquired.  All  that 
is  required  of  the  student  is  attention  to  what  he  leads.  Let 
him  read  with  care,  application,  and  assiduity,  and  he  will 
soon  become  a  master  of  the  art  of  spelling.  Let  him  first 
strive  to  acquire  the  correct  spelling  of  the  smaller  words  of 
the  language,  and  he  will  find  himself  making  rapid  and 
steady  advancement.  A  well  spelled  letter  from  a  working 
man  is  indicative  of  diligence,  and  diligence  is  one  of  those 
very  qualities  most  highly  prized  by  employers  of  labor. 

By  way  of  counsel  to  any  one  desirous  of  becoming 
accurate  speller  we  would  say: 

1.  Read  well  written  books  and  periodicals. 

2.  Copy  from  well  written  books  and  periodicals. 
Consult  a  dictionary  of  recognized  authority  as  fi 

quently  as  possible. 


I 
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DUTION. 

5.  Diction  deals  with  the  choice  and  use  of  words.  We 
say  that  a  person's  diction  is  good  when  he  uses  only  words 
that  are  reputable  and  that  convey  the  exact  meaning  he 
intends  them  to  convey;  his  diction  is  faulty  if  he  uses  to 
excess  words  of  questionable  standing,  foreign  words  and 
phrases,  or  slang,  or  if  he  uses  words  in  a  sense  not  ordina- 
rirj'  understood. 

In  letter  writing  the  rules  of  diction  are  by  no  means  as 
rigid  as  in  most  other  forms  of  written  composition.  In 
genera],  we  use  about  the  same  words  in  writing  to  a  person 
that  we  would  in  conversation  with  him.  Technical  or 
colloquial  words  understood  by  the  recipient  may  be  freely 
used  in  a  letter,  but  would  not  be  permissible  in  an  essay  or 
article  to  be  read  by  people  unacquainted  with  their  mean- 
ing. It  is  not  to  be  inferred,  however,  that  a  careless  use  of 
words  is  permissible  in  letter  writing;  while  the  fact  that  a 
social  letter  is  more  or  less  informal  and  free  and  easy  per- 
mits the  diction  to  be  also  informal,  it  is  just  as  necessary  in 
letter  writing  to  use  words  that  properly  convey  the  meaninj< 
intended  as  it  is  in  the  most  formal  composition. 

Diction  may  be  considered  under  three  heads;  viz.,  purify, 
propriety,  and  precision. 

G.  Pnrlty  consists  in  the  use  of  words  that  are  sanctioned 
by  good  usage  and  are  familiar  to  the  great  body  of  educated 
people— words  in  current  and  reputable  use. 

We  give  briefly  a  few  points  to  be  observed  in  the  use  of 
words  and  phrases. 

Obsolete  words,  that  is,  words  that  were  once  in  current 
use  but  have  fallen  into  disuse,  should  be  avoided.  Some 
words  are  still  used  in  poetry  and  historical  novels,  but  are 
obsolete  in  conversation  or  letter  writing.  Such  are:  ere  for 
be/ore,  vale  for  vaUcy,  sooth  for  tnu;  twain  for  two.  etc. 

New  words  are  to  be  used  cautiously.  Many  new  words 
are  coined  to  meet  the  requirements  of  scientific  research; 
these  are  usually  received  readily,  soon  acquire  good 
standing,  and  may  be  used  without  hesitation.      Such  are: 
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idcphonc,  acetylene.  X-ray.  Many  new  words  are  coined  by 
newspapera  or  by  eccentric  and  irresponaible  writers  to  fill  a 
real  or  fancied  blank  in  the  language  or  in  an  effort  to  say 
things  smartly  or  humorously.  Some  of  these  words,  e.  g., 
boycott,  mugivump,  and  bulldoze,  survive  and  are  finally 
accepted;  others  either  die  or  remain  of  doubtful  reputa- 
tion. It  is  well  in  all  forms  of  composition  to  refrain  from 
using  new  words  of  this  character  until  they  become  well 
established. 

Slang  is  always  undignified  if  not  positively  vulgar,  and 
should  be  rigidly  excluded.  The  excessive  and  indiscrim- 
inate use  of  such  adjectives  as  "splendid,"  "stunning," 
"immense,"  and  "just  lovely  "  is  a  practice  closely  related 
to  the  use  of  slang. 

Foreign  words  and  phrases  are  to  be  avoided,  except  words 
like  employe,  qiinrum,  nom  de plume,  elc,  which  throughlong 
usage  have  become  as  familiar  as  English  words. 

7.  Propriety  consists  in  the  use  of  words  in  their  gener- 
ally understood  sense.  In  letter  writing,  propriety  is  of  even 
more  importance  than  purity.  We  may  use  words  of  a  tech- 
nical ur  ])riivincial  nature,  f(>rciL;ti  w()nls,  or  even  slang,  and 
thoujjli  tlio  letter  may  be  undignified  and  faulty  from  a  liter- 
ary standpoint,  it  maybe  perfectly  iatelligiblc  to  the  writer. 
On  tile  ullier  hand,  if  the  words  we  use,  even  though  they 
Kitisfy  all  the  reqiiirenient;;  <'f  purity,  do  not  convey  the 
ideas  we  wish  loexpress,  we  run  the  risk  of  being  misunder- 

To  ilhistnue  what  is  meant  l)y  propriety,  wc  give  a  few 
examiilts  of  tlie  proper  and  imprQ]X;r  use  iif  words: 

•■■I'liu  hi>y^  W'lk  is  creditabiL'."  PrcqiH-iitlv,  hi.wL>vi:r,  ttiis  word  is 
iiK-Di-i-cullyusod  U,T  rr,-,ii/i/,:  whidi  me:,ns  wurtliy  of  I.eliff;  e.g..  "A 
tTL'ditalilu  witiifss  tfsUfieil,  ttc."  This  is  ;iii  fxample  o(  a  mistake  in 
llie  use  <if  words  similar  in   form  or  dorivt-d   from  the  same  source; 


:  purpo-. 


lemiituous  for  contfmptiijle;  heallhy  for  hcalthdil;  afTett  for  effect; 
exceptionable  for  exceptional;  cotui;imius  for  lontiiiual;  ginigrant  for 
immigrant ;  revenge  (or  avenge.  ■ 
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dminister  is  incorrectly  used  in  the  following:    **The    teacher 
^^^nainistered  a  box  on  the  ear."    Blows  are  dealt;  governments,  oaths, 
state  affairs  are  adtninistered, 
-Kxpect  is  often  used  incorrectly  for  suspect  or  suppose, 
JDalance  is  used  incorrectly  for  remainder;  thus,   **  The  balance  of 
party  returned  home." 

8.  Precision  consists  in  the  choice  and  use  of  words  or 
Expressions  that  convey  neither  more  nor  less  than  the  exact 
tneaning  intended. 

In  the  English  language  there  are* frequently  several  words 
that  express  very  nearly  the  same  meaning  ;  seldom,  how- 
ever, are  two  words  exactly  synonymous,  and  care  must  be 
exercised  to  select  the  one  that  conveys  just  what  is  meant. 
To  attain  precision  in  the  use  of  such  words,  one  should 
study  standard  works  on  synonyms  ;  for  example,  Crabb's 
**Synonymes"  or  Roget's  **  Thesaurus." 

The  following  arc  examples  of  words  that  differ  more  or 
less  in  meaning  but  are  often  used  S3''nonymously: 

LcsSy  Fewer. — Less  is  applied  to  quantity  or  things  measured; 
fewer,  to  things  numbered.  •*  Lee  had  fewer  (not  less)  men  than 
Grant." 

Apt^  Likely^  Liable, — Apt  and  liable  are  frequently  used  where 
///v/^  is  the  proper  word.  Apt  implies  capacity  or  fitness  for;  thus, 
•*Thc  boy  is  an  apt  pupil."  Liable  means  exposed  to  something 
unpleasant.  **Onc  is  liable  to  take  cold."  **  The  city  is  liable  for 
damages."  It  is  incorrect  to  say,  "Where  is  he  apt  to  be  this  eve- 
ning ?"  or  *'  When  are  you  liable  to  go  down  town  ?" 

Remember^  Recollect. — To  remember  means  to  retain  in  the  mind; 
to  recollect  means  to  recall  by  an  effort  something  that  has  been  for- 
gotten. 

Character^  Reputation. — Character  is  inherent  in  a  person;  reputa- 
tion means  the  estimation  in  which  a  person  is  held  by  others.  A  per- 
son with  a  really  bad  character  may  have  a  good  reputation. 

9.  Incorrect  Expressions. — As  an  aid  to  the  attain- 
ment of  good  diction  the  following  list  of  expressions  is 
presented  for  the  consideration  of  the  student.  It  contains 
many  errors  that  are  made  even  by  careful  and  painstaking 
letter  writers. 
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Correct.  Incorkect, 

The  foregoing  statement  is  borne  The  ijdoT'i;  statement  is  borne  out 

out  by  facta.  by  facts. 

1  was  more  than  a  mile  from  Scran-  I  was  abotie   a  mile   from   Scrttn- 


This  feat  was  beyond  his  strength.    This  feat  was  above  his  strength. 
What  course  will  you  take  ?  What  course  will  you  adept  f 

CongressdecidedupoDoctive meas-  Congress    adopted    active    meats- 


II  is  language  provokes  me. 

He  was  easily  imtBted, 

The  news  spread  over  the  country. 

He  assertB  that  Dewuy  is  the  great- 
est of  naval  captains. 
Come  to  see  us  before  you  gu. 
Hi.s  arrivo]  was  hourly  expected. 
He  dcsirwl  to  go  to  Europe. 
I  value  your  fnendahip. 
I  shall  likely  go  tomorrow. 
He  was  nut  there  that  1  know  of. 


chilli  feels  very  IhuI. 


His  language  aggravates  mc 

He  was  easily  aggravated. 

The    news   spread    all   over    tha 

He  al/ira's  that  Dewey  is  the  great- 
est of  naval  captains. 

Come  and  see  us  before  you  gu. 

His  arrival  was  hourly  anticipated. 

We  was  auMous  to  go  to  Eurupe. 

I  appreciate  your  friendship. 

I  am  apt  to  go  tomorrow. 

He  was  not  there  ai  I  know  of. 

Jtunes  is  suilering  from  s  h^ 
cold. 

My  child  feels  very  badly. 

I  wish  to  see  him  very  badly. 


The  remninder  of  my  f;ither's  pnip- 
erty  is  unsold. 

The  l',i/:iiuf  of  my  father's  prop- 

eity  is  unsold. 

I   beg  leave  to  ackntiwledge  your 

I  bt-g  to  utknowlcdge  your  letter. 

Tlicrc  w.is  ;i  i>crfeelundersliin<liiig 
(/f.'/;m  M  is  iist-.l  wlifll  I  W.I  imnK-s.parlB, 
tri'ti'ii'lo  m'..rc  Ihiin  tw.kl' 

There  was  a  perfect  understanding 

Aunt  June  sei-ved  us  with  a  plenti- 

Aunt Jitiic  served  us  with  a*o««//. 

ful  r^-i>:ist. 

>/rei.asi. 

J,.lmw;is.IetcrmiiKdtn(;o. 

John  was /-,.;,«,/ f.K'"- 

I  liiive  no  d.iubt  that  lie  will  ].ay. 

I  have  no  ciouU  /'iif  that  he  will 

pay. 
1  .,-i!'i.!,-r  liim  a  threat  statesman. 

I  roj;:ird  liini  as  a  .i;(v:il  ^tatesinuii. 

fivsi.leut  MeKiiiley   lui-^  ciivokud 

I'lo^-uiint  MeKinky  has  convened 

Congress. 

Congress. 
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Correct.  Incorrect. 

Two  boys  ran  down  the  street.  A  couple  of  boys  ran  down   the 

street. 

Despite  our  persuasions  he  sold  his  In  despite  of  our  persuasions  he 

farm.  sold  his  farm. 

As  soon  as  he  came  to  town  he  Directly  he  came  to  town  he  rented 

rented  a  house.  a  house. 

I  forget  the  date  of  his  conviction.  I  disremember  the  date  of  his  con- 
viction. 

He  bestowed  a  generous  gift  upon  He  donated  a    generous   gift    to 

Mercy  Hospital.  Mercy  Hospital. 

My  friend  is  entitled  to  entire  con-  My  friend  is  entitled  to  every  con- 
fidence, fidence. 

I    supix>se   you   had    difficulty    in  I  expect  you  had  difficulty  in  corn- 
coming,  ing. 

Our  friends  sufTered  rough  treat-  Our    friends    experienced    rough 

ment  at  the  hands  of  the  enemy.  treatment  at  the  hands  of  the 

enemy. 

He  showed  me  great  kindness.  He  extended  ^vesX  kindness  to  me. 

Those  who   could,   fled  from  the  Those  who  could,  /lew  from  the 

pestilence.  I>estilence. 

My  brother  was  afraid  of   being  My  brother  was  afraid  of  getting 

left.  left 

I  would  rather  not  go  to  New  York  I  had  rather  not  go  to  New  York 

tomorrow.  tomorrow. 

Peaches  are  a  wholesome  fruit.  Peaches  are  a  healthy  fruit 

He  told  me  how  he  would  reach  He   told  me  haw  that  he  would 

Vancouver.  reach  Vanc^>uvcr. 

I  noticed  several  p>ersons  at  the  I   o<iticed  several  individuals  at 

station.  the  Htation. 

John  lay  down  to  rest  John  laid  down  to  rest 

James  went  to  lie  down.  James  went  to  lay  down. 

He  taught  me  to  read.  He  learned  me  to  read. 

Let  William  go.  Leave  William  go. 

Dr.  White  delivered  a  long  sermon.  Dr.  White  delivered  a  lengthy  ser- 
mon. 

I  noticed  fewer  than  ten  persons  in  1  noticed  less  than  ten  i>ensons  in 

the  room.  the  room. 

Do  as  your  friend  does.  Do  like  your  friend  does. 

I  like  a  j^(M)(1  breakfast.  I  lo^te  a  good  breakfast 

Herbert  >^oes  to  Dunmore  almost  Herbert    goes  to    Dunmorc    most 

every  day.  every  day. 
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COBBECT, 

iNCORRKCT. 

Mr.  Robinson  unJ  I  havt-  a  com- 

Jlr. Robinson  and  I  \\a.ve  a  mutual 

mon  frieud. 

friend. 

Hf  menlioncd  the  fact  to  no  one. 

He  named  the  fact  to  no  one. 

Dr,  Bright  is  a  persuasive  sijcakur. 

Dr.  Bright  ia  a  nice  speaker. 

The  streets  were  taslutully  deto- 

Thu  streets  were  nice/jr  decoratctl. 

rated. 

Henry  Black  was  noted  a^  a  good 

Henry   Black  was  ni'turiaus  as  a 

ctUien. 

good  citizen. 

Ten  yards  were  cut  olT  that  piece 

Ten  yards  were  cut  off  of  that  piece 

of  silk. 

of  silk. 

Tltose  pears  are  very  fine. 

Those  pears  are  very  fine  ones. 

He  got  on  the  roof. 

lie  got  enio  the  roof. 

They  sent  only  four  men  lo  Scran- 

They  oaly  sent  tour  men  to  Scran- 

ton. 

ton. 

Tlic  lake  has  overflowed  its  bank^ 

The  lake  has  averfiirwn  its  bnnks.         ^ 

The  building  ii(  Ibc  house  was  a 

The    huilding    the    house    was    u      ^H 

severe  task. 

severe  task.                                             ^| 

Thut  person  is  always  present  when 

1\\&\.party  is  alwayspresent  when      ^H 

Dot  desired. 

not  desired.                                             ^H 

We  solicit  year  custom. 

We  solicit  your  patronage.                    ^| 

He  ia  continually  talking  of  leav- 

He  is  perpetually  talking  of  Icav-      ^ 

i.hslrnclcl  li; 
lliimilton  infnr 


M>.IK- 

vis  now //<■«/,■. 

1  liiai 

ik  y.iu  f.ir  your /«///,■  iiivitH 

A  I:.n 

.ve  p-irtum  of  the  street  wa 

i.hsl 

:,,uLud  In-  Ihc  j.aradc. 

";;;>;; 

Ui)ii/,'i7,-,/iiiu  fully  a.'!  lo  Ih 

\f;y, 

»;;:.„.  M,a,w..„j„yc„o„ 

M:iry 

bud  ,/;///,■  a  fortune  left  her 

■^ 


My  fiithcr  has  improved  w 
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Correct.  Incorrect. 

Her  dress  was  very  much  out  of   Her  6.tgs^^sl&  perfectly  awfui, 
style. 

Where  are  you  staying  ?  Where  are  you  stopping  ? 

We  drove  farther  than  they.  We  drove  farther  than  them. 

This    house  cost    more  than  you    This   house  cost  more  than    you 
think.  think  for. 

That  kind  of  apples  is  preferable.      Those  kind  of  apples  are  preferable. 

An  accident  occurred  yesterday  on    An  accident  transpired  yesterday 
our  street.  on  our  street. 

The  best  of  Longfellow's  works  is    The  best  of    Longfellow's  works 
"Evangeline."  was  ••Evangeline." 

Whence  did  she  come  ?  From  whence  did  she  come  ? 

John  went  hence.  »        John  wQwt/rofn  hence. 

You  will  never  succeed  unless  you   You    will   never  succeed   without 
study.  you  study. 

10.  Short  and  lionj^  Words. — Following-  the  principle 
that  the  diction  of  letter  writing  is  about  the  same  as  that  of 
good  conversation,  we  should,  in  general,  prefer  short  and 
simple  words  to  long  words  derived  from  the  Latin.  The 
larger  number  of  the  short  words  of  the  English  language 
are  of  Anglo-Saxon  origin,  but  many  come  from  other 
sources.  If  the  word  is  in  good  use  it  matters  not  where  it 
originated. 

Short  words  are,  in  general,  more  easily  understood  than 
longer  words;  they  are  the  words  of  ordinary  and  familiar 
events  and  feelings.  It  follows,  therefore,  that  the  use  of 
short  and  familiar  words  saves  not  only  the  writer's  time, 
but  also  the  reader*s  time  by  lessening  the  effort  required  to 
grasp  their  meaning.  In  ordinary  letter  writing  ^r/  is  pref- 
erable to  procure;  do,  to  perform;  lift^  to  elevate;  see,  to 
discern  or  perceive;  go,  to  depart;  live,  to  reside;  tired,  to 
fatigued;  ask,  to  petition;  and  so  on  indefinitely. 

Long  words  are  needed  to  express  ideas  and  feelings 
remote  from  the  ordinary;  thus,  a  candidate  for  the  presi- 
dency in  his  letter  of  acceptance  necessarily  uses  the  long 
words  of  the  vocabulary  of  politics;  the  President  in  his  mes- 
sage to  Congress  necessarily  us^s  the  long  words  pertaining 
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to  state  affairs ;  for  example,  resolution^  communicatiam^  enact- 
ment^  represcntatwc^  amendment^  constitutional^  etc 

11.  BIfir  Words. — The  use  <rf  *  *  dictionary  words  "  simply 
because  they  are  long  and  sound  grand  is  an  offense  against 
good  taste  that  should  be  studiously  avoided.  Do  not  use 
•*tonsorial  artist"  for  barber;  "maternal  relative"  for 
viother;  "disciple  of  Izaak  Walton  "  ior fisherman;  " national 
sport "  for  baseball;  or  "pugilistic  carnival  "  ior  prise  fight. 
Such  expressions  should  remain  the  exclusive  property  of  the 
newspaper  reporter  and  the  author  of  the  third-rate  novel. 


CON8TRUCTIOX  OF  SENTENCES. 

1 2.  Characteristics  of  a  Crood  Sentence. — In  the  con- 
struction of  sentences,  the  letter  writer  should  be  guided  by 
the  following  considerations:  The  sentence  should  conform 
to  the  established  usage  of  the  English  language ;  it  should  be 
grammatically  correct.  The  sentence  should  be  clear;  that 
is,  it  should  be  so  constructed  as  to  be  easily  and  readily 
undcrsto(xl  by  the  reader.  The  sentence  should  have  unity; 
that  is,  it  should  express  hut  one  principal  thought. 

Minor  characteristics  of  a  ^^ood  sentence  ^vq  force  and  case. 
A  sentence  is  forcible  wlien  it  is  so  framed  as  to  produce  a 
strong  impression  on  the  reader;  a  sentence  has  ease  when 
it  is  agreeable  to  the  ear. 

While  unity,  fo?'Ct\  and  rase  are  essentird  in  formal  com- 
position, they  are  of  minor  imi)ortance  in  letter  writing.      It 
is  not  to  be  cxjK'eted  that  the  writer  of  a  letter  will  take 
time  to  polish  each  sentence,  to  examine  it  for  unity,  and  to 
rearrange  it  until  it  fulfils  the  requirements  of  force  and 
elegance.      In  fact,  the  probable  result  of  an  attempt  on 
the  part  of  the  writer  to  make  a  literary-  pnxluction  of  a 
letter  will  be  a  cold  and  formal  essay,  rather  than  an  expres- 
sion of  friendship  and  sympathy. 

The  letter  writer,  however,  is  held  strictly  accountable  for 
the  grammatical  correctness  and  clearness  of  his  sentences. 
He  fiiovAd  be  correct  for  his  own  sake,   for  grammatical 


§  22  LETTER  WRITING.  11 

errors  stamp  him  as  ignorant  and  illiterate;  and  he  should 
write  with  clearness  for  the  sake  of  the  recipient  of  the  letter. 

13.  Grammatical  Errors. — A  common  error  is  the 
confusion  of  the  past  tense  of  the  verb  with  the  perfect  par- 
ticiple; thus,  **I  seen"  for  **I  saw,"  and  '*I  have  saw"  for 
*'I  have  seen";  '*He  set  down"  for  **  He  sat  down"; 
**  ^owed  "  for  **  grew  ";  etc.  Another  frequent  error  is  the 
non-agreement  of  the  verb  and  subject,  or  of  the  pronoun 
and  antecedent;  thus,  *'  There  %vas  three  in  the  front  seat  "; 
*'  Any  one  can  have  their  choice  for  one  dollar." 

To  attain  grammatical  correctness  in  conversation  and 
writing,  one  must  study  English  grammar.  It  is  not  suffi- 
cient to  know  that  a  certain  form  of  expression  is  incorrect 
merely  because  some  one  has  told  you  it  is  incorrect.  You 
should  imderstand  why  such  forms  are  errors,  so  that  you 
may  apply  the  test  of  correctness  to  all  other  expressions  of 
the  same  nature. 

14.  Clearness. — Next  to  correctness,  the  most  impor- 
tant characteristic  of  a  good  sentence  is  clearness.  A  writer 
that  wishes  the  recipient  of  his  letter  to  understand  what  he 
says  must  make  his  sentences  so  that  they  will  mean  to  the 
reader  what  they  mean  to  himself. 

To  write  clearly  one  should  heed  the  following  rules: 

1.  Use  only  words  that  arc  fully  imderstood  by  the  person 
addressed  and  that  convey  the  meaning  intended. 

2.  Use  as  many  words  as  are  needed  to  convey  the  mean- 
ing easily  and  fully,  and  no  more. 

3.  Arrange  words,  phrases,  and  clauses  so  that  they  are 
readily  imderstood  in  themselves  and  in  their  relations  with 
each  other,  and  so  that  the  final  sentence  cannot  present  an 
ambiguity. 

15.  The  07/iisswn  of  words  may  cause  obscurity  in  the 
meaning  of  a  sentence.  The  parts  of  speech  commonly 
omitted  are  the  article,  pronoun,  and  verb.  A  few  exam- 
X)les  will  illustrate  this  point: 
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"Wanted,  a  coa^hmaa  and  gardeuer."  As  written,  this  means 
that  one  person  is  wanted  and  that  he  is  to  act  as  a  coachman  and  also 

as  a  gardener.  If  two  jicrsotis  are  meant,  the  sentence  should  read: 
"Wanted,  a  coachrnan  and  a  gardener," 

"The  strength  of  steel  is  greater  than  iron,"  should  be.  "The 
strength  of  steel  Is  greater  than  /Aa/  of  Iron."  The  omission  of  a 
relative  pronoun,  as  in  this  instance,  is  a  frequent  cause  of  obscurity. 

"Jack  is  an  industrious  boy  and  his  sisters  amiable  girls."  The 
verb  are  is  required  In  the  second^ clause  after  the  word  ' '  sisters."  Be 
cautious  in  umittiug  verbs  ;  in  case  of  doubt,  it  is  better  to  repeat  a 
verb  than  to  run  the  risk  of  oliacurity.  Consider  the  sentence,  "He 
likes  me  better  than  you."  The  mean'  is  ambiguous  unless  a  second 
verb  is  used;  the  sentence  should  reau,  "He  likes  me  better  Ihan  he 
likes  you,"  or  "  better  than  you  like  me,"  according  to  which  is  meant. 

IG.     I'mnoiius. — The   careless   use    of    pronouns    may 

render  a  sentence  ambiguoii.'i  or  even  unintelligible.  For 
example,  in  the  sentence,  ' '  Smith  told  Brown  that  if  he  did 
not  have  his  pavement  repaired,  he  might  have  trouble." 
There  is  nothing  to  indicate  whether  it  is  Smith's  or  Brown's 
pavement  that  is  in  question,  or  which  of  the  two  men  will 
have  trouble.  It  is  sometimes  diffieult  to  recast  such  a 
sentence  so  that  it  will  be  both  clear  and  smooth.  In  this 
example  it  is  perhaps  best  to  change  from  the  third  to  the 
first  person;  thus,  "Smith  said  to  Brown,  '  If  you  do  not 
have  your  pavement  repiiired,  you  (or  I)  will  have  trouble."* 

17.  The  misplitciii};  of  isfords  and  phrases  may  cause 
ambiguity  or  obscurity.  Two  expressions  that  are  likely  to 
be  misplaced  are  "at  least"  and  "only,"  The  sentence, 
"The  Enj;Iish  play  cricket  at  least  as  well  as  we,"  may  mean 
that  they  play  the  g.imc  as  well  as  wc  do,  if  not  better,  or 
that  this  particular  game,  if  no  other  game,  they  play  as 
well  lis  we  do.  To  express  the  last  meaning,  the  sentence 
should  be  written,  "The  English  play  at  least  cricket  as 
well  as  we  do." 

"I  (7«/ 1' heard  the  approaching  train."  The  position  cS. 
"only"  makes  the  sentence  mean  that  I  heard  the  train,  but 
did  not  see  it  ;  if  the  intended  meaning  is  that  1  heard  the 
train  and  nothing  else,  the  sentence  should  read,  "  I  heard 
<?«/;' the  approaching  train."    In  regard  to  the  proper  position 
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of  this  troublesome  word,  a  good  rule  is,  place  it  immedi- 
ately before  the  word  or  phrase  to  which  it  belongs. 

**She  looked  at  the  tramp  as  he  approached  the  door  with 
apprehension.''  The  writer  means  that  **she  looked  with 
apprehension,"  not  that  **the  tramp  approached  with  appre- 
hension." The  ambiguity  arises  from  the  position  of  the 
phrase  **with  apprehension";  this  phrase  should  immedi- 
ately follow  the  verb  **  looked,"  which  it  modifies.  In  all 
such  cases,  make  it  a  rule  to  place  modifying  words  and 
phrases  as  closely  as  possible  to  the  words  they  modify. 

18.  liength  of  Sentences. — If  a  sentence  is  well  con- 
structed, its  length  is  a  matter  of  secondary  importance.  As 
a  rule,  however,  the  use  of  long  sentences,  especially  by 
young  or  inexperienced  writers,  is  a  fruitful  source  of  obscu- 
rity. In  letter  writing,  it  is  better  to  use  chiefly  short  sen- 
tences, not  because  they  are  intrinsically  better  than  long 
ones,  but  because  in  the  hurry  of  correspondence,  the  writer 
is  not  likely  to  take  time  to  properly  construct  a  long 
sentence. 

Two  defects  are  frequently  observable  in  letters  written 
by  inexperienced  writers.  One  is  a  succession  of  very  short 
assertions  each  constituting  a  sentence  ;  the  other  is  the  con- 
nection of  several  clauses  that  properly  might  constitute 
sentences  by  the  conjunctions  **  and  "  and  **  but."  A  young 
man  upon  leaving  home  for  the  city  would  perhaps  write  to 
his  father  as  follows: 

•*  Dkar  Fatiikr: — I  arrived  here  safely  last  night,  and  this  morning 
1  went  to  see  Mr.  Brown,  and  he  is  going  to  set  me  to  work  tomorrow, 
and  I  am  sure  I  shall  like  the  work  very  much,  and  I  have  found  a  very 
good  boarding  place,"  etc. 

Here  are  at  least  four  distinct  ideas  bound  together  by  the 
word  **  and."  Following  the  requirements  of  unity,  we  make 
a  single  sentence  of  each  idea. 

**  Dear  Father: — I  arrived  here  safely  last  night.  This  morning  I 
went  to  see  Mr.  Brown,  and  he  is  going  to  set  mc  at  work  tomorrow. 
I  am  sure  I  shall  like  the  work  very  much. .  1  have  found  a  very  good 
boarding  place,"  etc. 
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19.  lioose  and  Perlwilc  Sentences. — A  looie  sentence 
is  one  in  which  the  various  parts — subject,  predicate, 
modifier,  etc. — occur  in  the  order  that  they  naturally  suggest 
themselves  to  the  mind. 

A  periodic  sentence  is  one  in  which  the  parts  are  so 
arranged  that  the  sense  is  incomplete  until  the  end  is 
reached. 

The  following  are  examples  of  loose  and  periodic  sen- 
tences : 


PERinmc. 

In  the  jjreat  struggle  for  e 
encc,  none  but  tlie  Httcst 

To  men  not  only  in  engineering 
but  also  in  the  ranks  o(  the  liberal 
professions,  the  modem  system  of 
technical  education  renders  ines- 
timable aid. 


Loose, 

None  but  the  fittest  survive  in 
the  great  struggle  for  existence. 

The  modern  system  of  technical 
education  renders  ineslimuble  aid 
to  men  not  only  in  engineering  but 
also  in  the  ranks  uf  llic  liberal  pro- 
fessions. 

It  will  be  observed  that  the  loose  sentence  may  be  stopped 
before  the  end  is  reached  and  yet  make  prammatical  sense, 
while  the  periodic  sentence,  on  the  other  hand,  is  not  a 
sentence  until  the  last  word  is  reached;  thus  the  clause 
"None  hut  the  fittest  stin'ivc"  ni.ikoK  complete  sense, but  the 
phrase  "  In  the  g;reat  struggle  for  existence  "  is  incomplete. 

The  principle  of  susjiense  iii;ikcs  the  periodic  sentence 
more  emphatic  than  the  loose  sentence;  hence,  for  the  sake 
of  variety  and  force,  it  is  advisable  to  use  occasionally  the 
periodic  form,  provided  the  sentence  is  so  short  and  simple 
that  the  reader  can  grasp  the  mcaninj,^  at  once. 

In  general,  the  loose  sentence  is  easier  to  construct  and 
easier  to  understand  than  the  perifKlic  sentence,  simply 
Ix-'cause  it  follows  the  order  in  which  the  words  naturally 
occur  to  a  |XTson,  wlieii  he  thinks  of  wliat  he  wishes  to  say 
and  not  of  the  form  of  expression;  for  this  reason,  the  loose 
sentence  is  especially  ailaptcd  to  conversation  and  letter  wri- 
ting. Perifxlic  sentences  are  apjiropriute  for  stately  and 
formal  composition. 


20.    1 

writing,  ; 


irlely    In    the    X^ 


-In    letter 


all  other  forms  of  written  composition,  the 
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sentences  should  be  influenced  to  some  extent  by 

iple  of  variety.     While  we  should  as  a  rule  use 

itences,  we  should  not  by  accident  or  design  fill  a 

:h  sentences  of  nearly  the  same  length.     Such  a 

ikes  monotonous  reading.     For  the  sake  of  variety, 

nee  rather  longer  than  usual  should  be  occasionally 

ced;  and  for  the  same  reason  the  steady  succession 

e  sentences  should  be  broken  at  intervals  by  the  more 

ie  periodic  sentences. 

lally  the  question  of  variety  will  take  care  of  itself.     If 

.'riter  of  a  letter  becomes  absorbed  in  his  subject  and 

little  or  no  attention  to  the  form  of  expression,  his 

ences  will  naturally  have  sufficient  variety.     It  is  when 

writer  laboriously  attempts  to  construct  sentences  by 

!  that  his  style  is  likely  to  become  tame  and  monotonous. 


PUNCTUATION. 

21«  The  primary  object  of  punctuation  is  to  make  as 
:lear  as  possible  the  meaning  of  what  we  write.  Correct 
punctuation  always  assists  the  reader  in  grasping  the  mean- 
ing of  a  sentence  even  when  that  meaning  would  be  fairly 
obvious  without  punctuation;  and  in  many  sentences  it  is 
only  by  the  punctuation  that  the  meaning  can  be  imderstood 
at  all.  Punctuation  is  therefore  just  as  important  a  part  of 
the  construction  of  sentences  as  the  choice  of  words  or  the 
arrangement  of  phrases  and  clauses;  and  it  is  as  much  the 
duty  of  the  letter  writer  to  make  his  meaning  clear  by  proper 
punctuation  as  by  the  use  of  carefully  arranged  sentences. 

Unfortunately,  punctuation  is  quite  generally  neglected 
in  letters;  indeed,  it  is  a  rare  occurrence  to  receive  a  letter 
even  from  an  educated  person  in  which  there  is  an  attempt 
at  systematic  punctuation.  There  is  really  no  excuse  for 
this  neglect,  as  pimctuation  is  not  at  all  an  art  difficult  of 
attainment.  In  ordinary  letters  it  is  very  seldom  necessary 
to  use  any  marks  other  than  the  pericxl,  comma,  semicolon, 
and  interrogation  point;  and  any  one  should  easily  learn  the 
use  of  these  points. 
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Punctuate  as  you  write.     Do  not  write  the  entire  letter 
and  then  sprinkle  in  the  marks  afterwards.     After  a  little   . 
practice  you  will  insert  the  more  common  marks,  the  periods 
and  commas,  almost  automatically,  just  as  you  dot  your  i's 
and  cross  your  i's. 


CONSTRl'frriON    <)K   I'ARAGRAPnS. 

22.     A  paroBraph  is  a  single  sentence  or  a  connected  ] 
series  of  sentences  constituting  the  development  of  a  single 

topic, 

A  letter  should  be  paragraphed  in  the  same  manner  as 
other  compositions.  One  topic  having  been  fully  dealt  with, 
the  beginning  of  the  next  should  be  marked  by  a  broken 
line,  preparing  the  reader  for  the  transition. 

Do  not,  however,  mar  the  letter  by  too  many  paragraphs. 
The  amount  and  comprehensiveness  of  the  material  included 
in  a  paragraph  varies  greatly,  according  to  the  length  and 
character  of  the  composition,  the  office  of  the  paragraph,  an<i 
the  writer's  individual  taste.  Of  a  short  letter,  for  instance, 
a  paragraph  may  make  up  a  large  enough  proportion  to  be 
a  main  division  of  the  plan;  oftener,  however,  it  contains 
a  much  smaller  section  of  the  thought.  A  paragraph  that 
merely  makes  a  transition,  or  proposes  a  single  idea  as  basis 
for  further  development  is  much  shorter  than  a  paragraph 
of  detail.  What  is  of  more  importance,  however,  than  the 
length  is  that  every  paragraph  should  have  a  definite  topic 
and  structure,  and  should  not  be  left,  as  is  too  often  done  by 
writers  otherwise  good,  to  make  itself. 

The  fimdamental  requisites  of  a  paragraph  are  »w//f  and 
coniinui/j'. 

33.  Unity. — The  paragraph  is  in  reality  an  expanded 
sentence,  and  like  the  sentence  should  contain  but  one  lead- 
ing topic  or  idea.  In  fact,  if  a  paragraph  has  the  proper 
unity  it  should  be  possible  to  express  the  substance  of  it  by 
a  single  sentence. 

The  leading  idea  of  the  paragraph  is  contained  in  the  /afiie 
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sentence,  which  should  be  near  the  opening'  of  the  para> 
graph.  Usually  the  topic  sentence  is  the  first  one;  fre- 
quently, however,  it  is  preceded  by  a  sentence  that  serves 
to  form  a  connection  between  the  paragraph  and  the  one 
preceding. 

The  portion  of  the  paragraph  following  the  topic  sen- 
tence must  have  some  relation  to  the  topic.  It  may  be 
a  proof,  an  illustration,  an  application,  or  a  consequence  of 
the  topic. 


34,  Continuity. — In  a  well  constructed  paragraph  the 
sentences  follow  one  another  in  logical  order  and  are  so  con- 
nected that  the  thought  is  carried  without  interruption  from 
the  beginning  to  the  close. 

Continuity  may  be  secured  by  the  judicious  use  of  connect- 
ing words  and  phrases;  such  as,  and,  but,  for,  kinocver,  hence, 
ill  fact,  for  examph;  etc.  The  student  should,  however, 
guard  against  an  excessive  use  of  connectives;  it  is  better  to 
occasionally  leave  the  relation  to  be  inferred  than  to  have 
every  jKiragraph  bristling  with  hence's,  however's,  accord- 
ingly's,  etc.  Frequently  the  relation  is  so  obvious  that  the 
connective  is  not  needed;  and  when  this  is  not  the  case,  it  is 
usually  possible  by  an  inversion  of  the  order  of  the  words  or 
by  the  repetition  of  a  word  to  convey  the  sense  of  connec- 
tion without  using  the  connecting  word. 

As  a  nile,  the  law  of  continuity  applies  to  the  successive 
paragraphs  of  a  composition  as  well  as  to  the  sentences  in 
the  paragraph.  We  should  as  far  as  possible  join  each  para- 
graph to  the  preceding  by  some  sort  of  a  connecting  link, 
so  that  the  transition  from  paragraph  to  paragraph  is  made 
with  as  little  friction  as  possible. 

In  business,  official,  and  public  letters  the  topics  introduced 
are  usually  closely  related  and  this  principle  of  continuity 
can  be  rigidly  applied.  As  an  example,  see  the  letter  of 
Abraham  Lincoln  in  reply  to  the  invitation  to  attend  the 
Union  mass  meeting  at  Springiield,  111.,  which  is  given  in 
another  section.  In  social  and  familiar  letters,  however,  the 
principle  has  necessarily  a  limited  application.     Such  letters 
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usually  contain  a  variety  of  topics,  some  of  which  are  in  no 
way  related  to  others;  and  the  transition  from  one  paragraph 
to  another  on  an  entirely  foreign  subject  must  of  necessity 

be  somewhat  abrupt. 

35,  The  following  extract  from  an  article  by  Captain 
A.  T.  Mahan  illustrates  the  qualities  of  unity  and  continuity: 

."The  cstablishmcBt  aud  maiutcnance  o(  thu  blockade  was,  in  the 
judgment  of  the  present  writer,  not  only  the  first  step  in  order,  but  also 
the  first  by  far  in  importance,  open  to  the  government  of  the  United 
States  as  things  were;  prior,  that  is,  tu  the  arrival  of  Cervera's  division 
at  some  known  and  accessibli;  point,  lis  importance  lay  in  its  two- 
fold tendency:  to  exhaust  the  enemy's  army  in  Cuba,  and  to  force  tile 
navy  to  come  to  his  relief.  No  effect  more  decisive  than  these  two 
could  be  produced  by  us  before  the  coming  of  the  hostile  navy,  or  the 
readiness  of  our  own  army  to  take  the  field,  permitting  the  contest  to 
be  brought,  using  the  words  of  our  Italian  commentator,  -to  an  imme- 
diate issue.'  Upon  the  blockade,  tkerefitre,  the  generally  accepted 
principles  of  warfare  vrauld  demand  that  effort  should  be  concentrated, 
until  some  evident  radical  change  in  the  conditions  dictated  a  cbange 
of  object — a  new  objective;  npon  which,  when  accepted,  effort  again 
should  be  concentrated  with  a  certaia  amount  oE  '  eKclusivcuess  o( 
purpose." 

"Blockade,  however,  implies  not  merely  a  sufBcient  numtter  of 
cruisers  to  prevent  the  entry  or  departure  of  merchant  ships.  It 
further  implies,  because  it  requires,  a  strong  supporting  force,  .  .  . 
etc."— Capt.  A.  T.  Mahan,  McC/ure's  Magazine,  Feb.,  1890. 

The  topic  of  the  first  paragraph,  "  the  importance  of  the 
blockade, "  is  stated  in  the  first  sentence.  The  two  following 
sentences  are  explanatory;  they  give  the  reasons  for  the 
importance  of  the  blockade.  The  last  sentence  of  the  para- 
graph states  the  evident  conclusion  that  effort  should  be 
concentrated  upon  the  blockade.  The  continuity  is  preserved 
by  the  use  of  the  pronouns,  connectives,  and  repeated  words 
printed  in  Italic. 

In  the  second  paragraph  (which  is  not  given  in  full)  the 
topic  is,  "  the  blockade  requires  a  strong  supporting  force," 
This  paragraph  is  linked  to  the  one  preceding  by  the  con- 
nective "however,"  thus  fulfilling  the  law  of  continuity 
between  paragraphs. 
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STYIiE  IN  liETTEll  WRITING. 


INTRODUCTORY. 

« 

26,  Style  refers  to  the  manner  in  which  one  expresses 
his  thoughts  in  language;  thus  we  say  that  one  writer's 
style  is  easy  and  flowing;  another's  is  crisp  and  vigorous; 
while  another's  may  be  labored  and  ponderous. 

In  general,  letters  differ  from  most  other  forms  of  written 
discourse  in  having  a  more  natural  and  easy  mode  of  expres- 
sion. In  a  letter  there  should  be  no  straining  after  effect; 
the  diction  should  be  simple,  and  figures  of  speech,  if  they 
are  used  at  all,  should  appear  spontaneously,  as  they  naturally 
would  in  conversation. 

The  letter- writing,  or  epistolary^  style,  as  we  may  term  it, 
is  itself  subject  to  variation ;  in  fact,  almost  every  kind  of 
letter  has  an  appropriate  style,  depending  on  the  subject  and 
the  person  addressed.  In  familiar  letters  the  style  should 
be  familiar;  in  business  letters,  it  should  be  direct  and 
concise;  in  official  or  public  letters,  it  should  be  formal  and 
impressive.  Letters  to  superiors  should  be  respectful;  to 
relations,  affectionate;  to  children,  light  and  playful;  and 
all  letters  should  be  courteous. 

In  writing  a  letter,  be  sure  to  employ  a  style  suitable  to 
the  person  and  the  character  of  the  letter.  To  use  the 
familiar  style  of  the  domestic  letter  in  writing  to  a  stranger 
or  mere  acquaintance  would  make  you  ridiculous  in  the  eyes 
of  the  recipient;  on  the  other  hand,  a  letter  to  a  close  friend 
or  a  relative,  written  in  the  formal  and  concise  style  of  the 
business  letter,  would  be  equally  inappropriate. 


STYLE  IN  BUSINESS  CORRESPONDENCE. 

27,  Brevity. — One  of  the  essential  qualities  of  business 
correspondence  that  cannot  be  too  strongly  dwelt  upon  is 
brevity.  Many  a  young  man  has  failed  to  get  a  situation 
because  he  had  too  much  to  say  when  making  his  application. 
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Business  men  have  no  time  to  waste,  and  appreciate  brevity. 
Brevity  of  expression,  if  combined  with  neatness,  clearness, 
and  courtesy,  always  makes  a  good  impression  upon  the  true 
business  man.  One  of  the  greatest  helps  to  success  in  any 
walk  o£  life  is  to  think  concisely  and  to  express  one's  self 
briefly. 

' '  Be  brief, "  Cyrus  W.  Field  once  advised  a  friend.  "  Time 
is  very  valuable.  Punctuality,  honesty,  and  brevity  are  the 
watchwords  of  life.  Never  write  a  long  letter.  A  business 
man  has  not  lime  to  read  it.  If  you  have  anything  to  say,  be 
brief.  There  is  no  business  so  important  that  it  cannot  be 
told  on  one  sheet  of  pajjer.  Years  ago  when  I  was  laying 
the  Atlantic  Cable,  I  had  occasion  to  send  a  very  important 
letter  to  England,  I  knew  it  woidd  have  to  be  read  by  the 
Prime  Minister  and  by  the  Queen.  I  wrote  out  what  I  had 
to  say;  it  covered  several  sheets  of  paper;  then  I  went  over 
it  twenty  times,  elimi:iating  words  here  and  there,  making 
sentences  brief,  until  finally  I  got  all  I  had  to  say  on  one 
sheet  of  paper.  Then  I  mailed  il.  In  due  time  I  received 
the  answer.  It  was  a  satisfactory  one,  too;  but  do  you  think 
I  would  have  fared  so  well  if  my  letter  h;u1  covered  half  a 
dozen  sheets  f     No,  indeed,      Hrcvity  is  a  rare  gift." 

Brevity  should  not  he  attained,  however,  by  tJie  omi.ssion 
of  words  eswcntial  to  grammatical  constnietion.  It  is  a 
common  fault  of  many  business  men  to  drop  pnmoiins  and 
verbs  as  in  the  following:  "  Yours  of  l.lth  insL  received,  and 
in  reply  enclose  draft,  etc."  Such  omissions  denote  haste 
on  the  part  of  tlie  writer  rather  than  a  desire  to  shorten  tlie 
letter  for  the  convenience  of  the  recipient. 

Brevity  is  pronn.teci  by  the  li!x;nil  use  of  the  terms  and 
phrases  peculiar  to  business,  and  it  is  the  duty  of  a  jx-rson 
engaged  in  btisiness  correspondence  to  familiarize  himself 
with  such  terms  as  are  ]x:ctiliar  to  the  line  of  business  in 
which  he  is  engaged. 

28.  Aside  from  brevity,  the  style  employed  in  business 
letters  should  be  distinguished  by  c/inriuss  and  aiCiirtuy. 
Clearness  is  promoted  by  llic  use  of  short,  direct  sentences. 
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A  business  letter  is  the  least  appropriate  place  for  long  or 
involved  sentences.  Avoid  especially  the  conjunctions  and 
and  but. 

Several  points  regarding  business  letters  that  do  not  prop- 
erly belong  to  styk  will  be  given  later  under  the  heading 
*  *  General  Suggestions. " 


STYLES  IN  SOCIAL.  LETTERS. 

29.  The  style  of  expression  adapted  to  social  letters  is 
more  difficult  to  acquire  than  the  direct  and  concise  style  of 
business  correspondence.  Many  that  write  good  business 
letters  are  prone  to  carry  the  business  style  into  their  other 
correspondence  and  write  dull  and  uninteresting  social 
letters. 

The  principal  quality  of  the  style  of  a  social  letter  is 
naturalness.  Write  a  letter  to  a  friend  in  the  same  language 
that  you  would  use  in  talking  to  him.  Think  of  what  you 
would  say  to  him  if  he  were  at  your  side  and  say  these 
things  in  the  letter.  Avoid  affectation,  and  do  not  use  big 
words  and  ornamental  language  that  you  would  not  think  of 
using  in  conversation.     Write  a  letter,  not  an  essay. 

The  quality  of  brevity  is  not  so  essential  in  social  letters 
as  in  business  letters.  One  can  take  time  to  read  a  letter  of 
some  length  if  it  is  interesting.  In  a  friendly  letter  do  not 
hesitate  to  write  of  little  every-day  details  that  you  would 
naturally  bring  up  in  conversation.  Proceed  upon  the  prin- 
ciple that  anything  that  will  interest  a  person  in  conversa- 
tion will  interest  him  in  a  letter.  When,  however,  you  have 
written  what  you  have  to  say,  close  your  letter;  do  not  fall 
into  the  pernicious  habit  of  writing  words  merely  to  fill 
space. 

30.  Many  writers  experience  difficulty  in  the  opening 
and  closing  sentences  of  a  letter.  The  opening  should  be 
perfectly  natural  and  should  introduce  the  subject  upper- 
most in  the  mind.  Avoid  in  the  opening  such  set  phrases 
as  **  I  now  take  my  pen  in  hand  to  tell  you  that  I  am  well. 
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etc/*  "  I  thought  I  would  drop  you  a  line  to  let  you  know, 
etc.'*  A  familiar  letter  usually  ends  with  an  expression  of 
compliment  or  a£Eection  in  addition  to  the  complimentaiy 
dose. 

A  few  suggestive  examples  of  the  opening  and  closing 
sentences  of  letters  are  here  given: 

(  William  Cawper  to  his  cousin, ) 

Olnev.  April  24,  178a. 
My  dear  Coz., 

Your  letters  are  so  much  my  comfort,  that  I  often  tremble  lest 

by  accident  I  should  be  disappointed ;  and  the  more  because  you  have 

been  more  than  once  engaj^  in  company  on  the  writing  day,  that  I 

have  had  a  narrow  escape.     Let  me  give  you  a  piece  of  good  counsel, 

my  cousin :  follow  my  laudable  example — write  when  you  can :  take 

Time's  forelock  in  one  hand  and  a  pen  in  the  other  and  make  sure  of 

your  opportunity 

The  grass  begins  to  grow,  and  the  leaves  to  bud,  and  everything  is 
preparing  to  be  beautiful  against  you  come.    Adieu,  my  dear  Cox. 

Ever  yours, 

W.  COWPER. 

{Addison  to  Sivift,) 

St.  James's  Place,  April  11,  1710. 
Dear  Sir, 

I  have  run  so  much  in  debt  with  you,  that  I  do  not  know  how  to 
excuse  myself,  and  therefore  shall  throw  myself  wholly  uixm  your 
go(Ml  nature;  and  promise  if  you  will  pardon  what  is  past,  to  be  more 

punctual  with  you  in  the  future 

Pray,  dear  Doctor,  continue  your  friendship  towards  me,  who  love 
and  esteem  you,  if  possible,  as  much  as  you  deserve. 

1  am  ever,  dear  sir,  yours  entirely. 

J.  AnnisoN. 

{Bernard  Barton  to  dorj^L'  Crabbc) 

W()<»iMiKin«;K,  August  20,  1840. 
T  was  going  to  begin  '•  My  dear  old  Friend,"  for  I  have  sometimes 
hani  work  to  convince  myself  that  our  acquaintance  is  only  of  a  few 

Tosrs*  standing 

(  Thomas  Hood  to  a  child.) 
Devonshire  LoDGK,  Nkw  Fincui.kv  Roao.  July  1,  1844. 
t;m  io  wu  do?  and  how  do  you  like  the  sea  ?   Xot  much,  perhaps; 
^    -*r  HK-"     ^^  shouldn't  you  like  a  nice  little  ocean  that  you  could 
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{Charles  Lamb  to  CoUridge.) 

March  9,  1822. 
It  gives  mc  great  satisfaction  to  hear  that  the  pig  turned  out  so 
well — they  are  interesting  creatures  at  a  certain  age — what   a  pity 
such  buds  should  blow  out  into  the  maturity  of  rank  bacon !  .  .  .  . 


GENERAIi    SUGGESTIONS. 

31.  Courtesy  In  Ijetter  Writing. — The  first  and  most 
important  rule  to  be  observed  by  the  writer  of  a  letter  is: 
Be  court totis.  He  was  a  gentleman  that  said,  **I  would  as 
soon  give  a  man  a  bad  sixpence  as  a  bad  word."  Courtesy 
is  but  paying  the  debt  of  self-respect.  Write  nothing  but 
kind  words,  and  you  will  have  nothing  but  kind  echoes. 
Francis  of  Assisi  justly  said:  **Know  thou  not  that  Courtesy 
is  of  God's  own  properties,  who  sendeth  His  rain  and  His 
sunshine  upon  the  just  and  the  unjust,  out  of  His  great 
Courtesy;  verily  Courtesy  is  the  sister  of  Charity,  who 
banishes  Hatred  and  cherishes  Love. " 

It  is  in  the  field  of  social  correspondence  that  the  true  lady 
and  the  truly  manful  man  have,  perhaps,  the  best  oppor- 
tunity to  manifest  that  real  gentleness,  amiability,  and 
singleness  of  purpose  to  say  and  do  what  is  right,  so  becom- 
ing to  the  men  and  women  of  a  Christian  age  and  coimtry. 
Show  us  a  fKJople's  letters  of  affection,  of  condolence,  sym- 
pathy, and  congratulation,  and  we  can  at  once  determine 
their  moral,  social,  and  political  worth. 

Courtesy  is,  besides,  an  important  element  in  business 
success.  With  some  it  is  their  capital  and  stock  in  trade. 
It  has  made  the  fortune  of  many  a  man.  Other  things  being 
equal,  we  all  prefer  to  do  business  with  the  man  that  is 
agreeable  and  courteous  in  his  dealings;  and  these  qualities, 
therefore,  increase  his  business.  What  is  true  of  conversa- 
tion applies  also  to  business  done  through  the  medium  of 
correspondence.  An  imperious  or  commanding  tone  is 
always  offensive  and  should  be  carefully  avoided  in  letter 
writing.     Compare  the  following: 
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"You  will  write  me  immediately  upon  the  receipt  of  this  letter." 
••  Will  you  kindly  write  me  immediately,  etc."? 
••  Please  write  me  immediately,  etc." 

The  sentence  as  first  written  is  rendered  commxindin^  in 
tone  by  the  words  **You  will";  and  unless  it  is  the  ri^ht 
and  duty  of  the  writer  to  command,  the  form  of  expression 
would  be  likely  to  give  the  recipient  a  disagreeable  impres- 
sion. By  the  use  of  the  word  kindly  or  the  word  pltase^  the 
sentence  loses  its  commanding  tone  and  becomes  a  courteous 
request. 

3!4.     Delilwration, — No  one  should  write  a  letter  when 

angry,  nor,  as  a  rule,  when  inclined  to  say  severe  things. 
If  one  receives  a  letter  provoking  him  to  anger  it  is  better 
to  wait  a  little  before  answering;  then  probably  the  style  of 
his  reply  will  be  entirely  changed.  Words  hastily  spoken, 
and  letters  written  in  haste  or  anger,  one  usually  would  like 
later  to  recall.  Hasty  or  vindictive  words  make  enemies  and 
endanger  business,  while  kind  words  make  and  hold  friends. 
Make  it  a  rule  never  to  write  a  letter  when  strongly  excited. 
Wait  imtil  reason  again  assumes  full  control  of  your  actions. 
This  caution  applies  not  only  to  excitement  due  to  anger,  but 
also  to  the  excitement  of  atTeetion. 

33.  Trutlifulnoss.  -  In  writinj^,  as  in  talking,  we  should 
always  be  strictly  truthful.  Untruthfulness  often  leads  to 
unfair  dealing  and  possii)ly  to  crime,  while  strict  truthful- 
ness and  honesty  in  small,  as  well  as  lari^e,  things  gains  the 
confidence  of  othei*s,  and  is  best  as  a  matter  of  policy,  if  for 
no  higher  motive.  True  and  lastin^i^  business  success  comes 
only  from  honor  and  strict  integrity. 

S4*     MiKlonitlon. — Closely  related  to  truthfulness  is  the 

i-:.'.    :-.  of  lUiKleration.      Do  not  fall  into  the  habit  of  using 

^\-.j^;^c-:4:^xi  expressions  such  as  **just  too  splendid,"  **])er- 

iv  ■'     ^ts'^eous,"  **i^rfcctly  awful,"  '*  immense,"  etc.       Be 

'•...■.      ie    "1    t-e    use    of   descriptive    adjectives.       Do    not 
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35.  Orijrlnallty.  —  The  model  letters  given  in  this 
paper  are  intended  to  be  merely  suggestive.  The  student 
should  study  them  carefully  for  the  purpose  of  improving 
his  style,  diction,  punctuation,  paragraphing,  etc.,  but  he 
should  never  be  guilty  of  copying  word  for  word  any  part  of 
one  of  them  in  a  letter  of  his  own.  The  copying  of  another's 
language  without  due  acknowledgment  is  plagiarism^  an 
offense  justly  considered  as  no  better  than  theft.  If  you 
express  another's  ideas  or  sentiments,  at  least  do  so  in  your 
own  language. 

36.  Copying:  Ijettcrs. — Business  people  usually  keep 
copies  of  all  important  letters  for  possible  future  reference. 
The  plan  ordinarily  adopted  is  to  take  a  letter-press  copy  on 
tissue  paper;  when  this  is  done  copying  ink  must  be  used  in 
writing  the  letter.  In  the  case  of  typewritten  letters,  a 
carbon  copy  may  be  made  when  the  letter  is  written.  If  the 
letter  is  an  answer,  it  is  convenient  to  file  the  copy  with  the 
letter  answered.  It  is  not  customary  to  preserve  copies  of 
social  letters. 

37.  Encloslnjor  Stamp. — A  letter  asking  a  favor  or 
treating  of  business  in  which  only  the  writer  and  not  the 
recipient  is  interested,  should  have  a  stamp  enclosed  for  the 
answer.  It  is  rather  too  much  to  expect  a  person  to  devote 
his  time  to  affairs  that  concern  only  yourself  and  pay  postage 
in  addition.  The  enclosed  stamp  may  be  fastened  to  the  paper 
by  slightly  moistening  one  corner.  Perhaps  a  better  plan  is 
to  stick  it  by  the  gummed  margin  connected  to  the  outer 
row  of  a  sheet  of  stamps,  as  then  the  stamp  may  be  removed 
without  danger  of  tearing  the  comer. 

38.  Promptness  of  Answers. — From  the  standpoint 
of  the  recipient  of  the  letter,  correspondence  demands  close 
and  courteous  attention.  Letters,  especially  business  letters, 
should  be  answered  with  reasonable  promptness.  A  busi- 
ness man  that  remits  promptl-y  at  maturity,  and  acknowl- 
edges orders  or  remittances  promptly,  is  esteemed  by  those 
with  whom  he  has  business  relations.  The  good  will  thus 
gained  may  be  of  value. 
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In  the  case  of  social  letters,  the  interval  of  time  betw 
letter  and  answer  depends,  of  course,  on  the  relation  of  t 

corresp  onden  ts, 

39.  Date  of  Letter  Answered. — The  answer  to  a  bu^j 
ness  letter  should  contain  a  reference  lo  the  date  of  the  lettei 
answered;  thus,  "In  answer  to  your  letter  of  the  10th  inst.,' 
or  "Your  letter  of  May   3   is   at   hand."     Frequently   ' 
original  letter  must  be  referred  to  in  connection  with  th« 
answer,  and  the  reference  to  the  date  may  save  much  time  1 
in  finding  the  right  letter. 

40.  Recapitulation, — Besides  the  date  of  the  letteT]! 
answered  there  should  proiierly  be  sf>me  reference  in  thel 
opening  sentence  of  the  answer  to  the  business  under  con- 1 
sideration.  Thus,  "  Your  letter  of  the  8th  inst.  coneerninffj 
the  application  of  Samuel  Hall  is  at  hand."  This  reference 
to  the  subject  of  the  original  letter  will  recall  the  biisinei 

to  the  mind  of  your  correspondent  and  possibly  savi 
trouble  of  looking  up  the  letter. 

41.  Care  of  Tjetters. — Important  letters  are  of  coun 
preserved  by  the  recipient.     Business  men  usually  make  u 
of  some  form  of  letter  file,  in  which  the  letters  are  arrangi 
in  the  alphabetical  order  of  the  initials  of  the  names  of  the 
senders.     Unanswered  letters  are  kept  separate.     In  lieu  of 
a  better  method  the  letters  may  be  folded  to  a  uniform  sise, 
arranged,  and  tied  up  in  bundles.     It  is  well  in  thiac 
write  on  one  end  of  the  back  of  the  letter  the  date,  name  (^ll 
writer,  and  date  of  answer.     In  addition  tlie  subject  of  thtim 
letter  may  be  noted. 

Copies  are  preserved  in  a  letter  book ;  if  carbon  copies  aiffl 
taken  they  may  be  filed  like  the  letters. 

43.  Neatness, — Always  be  careful  in  the  writinif  of  I 
letter  to  avoid  blots,  corrections,  or  erasures.  If  one  knoi 
well  what  he  wishes  to  say,  there  is  no  excuse  for  leavj 
out  essential  words  or  for  repeatinjj  a  word.  In  IctterftC 
relatives  and  friends  one  should  show  respect  enough  not  t| 
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send  a  carelessly  written  letter,  marred  with  blots  and  ink 
stains.  Business  letters,  however,  demand  especial  care  in 
this  regard.  A  letter  of  application,  for  example,  if  badly 
written,  may  be  the  means  of  losing  a  position  that  otherwise 
might  have  been  secured.  Make  the  letter  perfect  as  regards 
neatness  and  accuracy,  even  if  it  has  to  be  rewritten, 

43.  Spclllngr, — An  essential  as  important  as  neatness  is 
correct  spelling.  A  writer  that  is  not  a  good  speller  should 
constantly  refer  to  a  dictionary  for  the  spelling  of  words  tliat 
he  is  not  sure  of.  In  fact,  the  writing  of  letters  is  one  of  the 
best  means  of  obtaining  a  knowledge  of  spelling,  provided 
the  writer  conscientiously  tries  to  avoid  mistakes. 

44.  liCKlbllltj-. — Do  not  write  so  that  your  correspond- 
ent may  be  unable  to  read  your  letter,  or  meet  with  great 
difBculty  in  doing  so. 

Mr.  Thomas  Bailey  Aldrich  once  received  a  letter  from 
his  friend,  Professor  E.  S.  Morse,  and  finding  the  handwri- 
ting absolutely  illegible,  sent  the  following  reply: 


R  Mk.  Mo> 


-It   V 


s  very  pleasant  to  receive  a  letter  from 
yon  the  otherday.  Perhaps  I  should  have  found  it  plcasanter  II  I  had 
been  able  to  decipher  it.  I  don't  think  I  mastered  anything  beyond  the 
d:ite,  which  I  knew,  and  the  signature,  which  I  guessed  at.  There  is 
a  singnlar  and  perpetual  charm  in  a.  letter  of  yours.  It  nevtr  grows 
old;  it  never  loses  its  novelty.  One  can  say  to  oneself  every  morning: 
*■  Here's  a  letteroF  Morse's.  I  haven't  rtad  it  yet.  1  think  I  shall  lake 
another  shy  at  it  today,  and  maybe  I'll  be  able  in  the  course  of  a  tew 
years  to  make  out  what  ho  means  by  those  fs  that  look  like  w's  and 
those /"s  that  haven't  any  eyebrows."  Other  letters  are  read  and  thrown 
away  and  forgotten,  but  yours  are  kept-forever  unread.  One  of  them 
will  last  a  reasonable  man  a  lifetime. 

Admiringlyyours, 

Thomas  Bailey  Aldkich. 

45.  81((nat«res. — We  have  before  referred  to  the  neces- 
sity of  writing  the  signature  legibly  (see  Part  1,  Art.  33). 
This  point,  however,  cannot  be  too  strongly  emphasized. 
Sign  your  name  to  the  letter  so  that  there  can  be  no  possible 
doubt  as  to  the  spelling.  Some  business  men  cultivate  a 
characteristic  signature,  which  they  itse  for  checks  and 
business  papers.     Such  a  signature  Is  often  purposely  almost 
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illegible,  and  obviously  should  not  be  used  for  a  letter  except 
to  a  well  known  cotrespondenL 

Care  should  be  taken  that  the  letter  is  signed.  T}-pc- 
written  letters,  in  particular,  are  liable  to  be  mailed  without 
signature.  Carelessness  in  this  respect  on  the  part  of  the 
writer  must  result  in  annoyance  and  loss  of  time  and  may 
result  in  loss  of  money. 

40.  Superscription. — ^Faulty  envelope  addresses  arc 
about  as  frequent  as  omitted  signatures.  Indeed,  it  is  not 
at  all  unusual  for  the  superscription  to  Ix;  omitted  entirely, 
especially  in  the  case  of  postal  cards.  Miike  it  a  rule  always 
to  write  the  suixirscription  of  a  postal  card  before  yon  write 
the  communication.  See  that  the  superscription  is  so  com- 
plete that  it  is  sure  to  reach  the  person  addressed.  Scores 
of  letters  never  reach  their  destination  merely  because  that 
destination  is  not  indicated  with  sufficient  clearness  on  the 
envelope. 

47.  Address. — In  an  important  letter,  one  should  give 
his  full  address  if  he  desires  an  answer. 

48.  Titles.— In  regard  to  titles,  one  should  be  careful  to 
give  to  others  appropriate  titles,  but  should  not  use  them  in 
connection  with  his  own  name.  Thus,  one  should,  when 
proper,  use  Rev.,  Hon.,  Prof.,  etc.  in  the  address  and  super- 
scription but  not  in  the  signature.  One  may,  however, 
attach  his  professional  title,  as  >t.I).  or  M.E.,  in  business  or 
official  letters,  but  should  not  do  so  in  familiar  or  social  letters. 

Never  use  the  two  titles,  Mr.  and  r.sf[.  with  the  Kjinie 
name;  as,  "Mr.  William  I'.iirr,  I^sq."  If  you  use  the  Mr,, 
timit  the  l':s(|.,  and  vice  \crs:i, 

4!).  rse  <>r  KiKui-cs.— In  tiie  l«dy  of  a  letter  fi^-iircs 
should  not,  in  general,  he  used  extept  in  writing  dates  or 
sums  of  money.  If,  however,  there  .'ire  many  large  imnibers 
it  is  Ixitter  to  express  them  by  figures.  The  usage  should  be 
uniform  throughout  the  letter;  if  a  nuntbcr  is  written  in 
wonls  in  one  part  of  the  letter,  anoilur  uinnher,  used  in  a 
similar  sense,  shmild  not  be  expres.sed   liy  tl^uies. 
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60.  Paging. — The  separate  sheets  of  a  letter — when  the 
letter  consists  of  more  than  one  sheet — should  be  numbered 
consecutively.  The  first  sheet  need  not  be  numbered.  In 
typewritten  letters  it  is  quite  customary  to  write  the  initials 
of  the  name  of  the  person  written  to,  the  date,  and  number 
of  the  sheet  at  the  lop  of  the  sheet;  as,  C.  P.  T.,  a-I5-!)9— 
the  figures  3-15-'Jtl  indicating",  of  course,  March  15,  18i>!). 

61.  The  Right  Envelope. — When  several  letters  are 
written  consecutively  there  is  danger  of  getting  the  letter  in 
the  wrong  envelope.  It  is  best  to  insert  the  letter  in  the 
envelope  as  soon  as  it  is  written,  but  when  for  any  reason 
this  is  impracticable,  each  letter  should  be  placed  under  the 
flap  of  the  proper  envelope.  When  the  letters  are  ready  for 
sealing,  the  clerk,  or  whoever  folds  and  seals  them,  should 
glance  at  the  name  on  each  letter  and  see  that  it  corresponds 
to  the  name  on  the  envelope. 

fl!S.  Seallnpr-^In  Sealing  letters  care  should  be  taken 
not  to  soil  the  envelope.  With  an  ordinary  gummed  envelope, 
it  is  well  to  place  a  blotter  or  clean  sheet  of  paper  over  the 
envelope  rather  than  allow  the  hand  to  come  in  contact  with 
it.  Ladies  often  seal  their  social  letters  with  wax,  using  a 
seal  on  which  their  initial  or  initials  have  been  engraved. 
Letters  of  recommendation,  introduction,  and  some  formal 
notes,  when  delivered  personally,  should  not  be  sealed. 


ANALYSIS  OF  LETTERS. 


BUSINESS    LEITERS. 


LETTERS  ORIIERINn  GOODS. 

63.  A  letter  ordering  goods  should  contain  very  few 
words  except  the  order,  unless  some  special  instructions  are 
to  be  given. 

The  order,  if  short,  is  usually  placed  in  the  body  of  the 
letter,  though  it  may  be  placed  at  the  bottom  of  the  letter  if 
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desired.  A  long  order  should  occupy  a  separate  sheet 
When  the  list  of  goods  is  written  in  the  body  of  the  letter, 
each  item  should  be  given  a  separate  line  or  two  or  more 
lines  if  necessary. 

In  ordering  any  kind  of  goods  give  a  full  description  of 
the  articles  wanted  so  that  there  may  be  no  error  in  filling 
the  order.  Very  often  goods  are  ordered  from  a  dealer's 
catalogue,  in  which  the  various  qualities  and  styles  arc  desig- 
nated by  numbers  or  some  other  distinguisbing  marks;  in 
this  case,  the  order  should  give  the  number,  the  quantity, . 
the  price,  and  when  necessary  a  list  of  the  sIkcs  desired.  If 
the  firm  from  which  you  order  has  a  special  form  or  blank 
that  they  desire  used,  you  should  accede  to  their  wishes  and 
their  instructions  in  every  detail. 

Unless  the  party  written  to  knows  from  previous  orders 
the  conveyance  by  which  you  wish  the  goods  shipped,  you 
should  state  your  preference  on  this  point. 

In  ordering  goods  from  a  business  house  with  which  the 
writer  has  a  business  connection,  it  is  not  necessarj-  to  say 
anything  in  the  order  about  the  terms  of  payment.  When, 
liowever,  one  orders  from  a  firm  with  which  he  has  no 
business  standing;,  he  should  cither  send  ihc  money  with 
the  order,  give  suitable  references,  or  order  the  goods 
sent  C.  O.  D. 


Lltiek  Okulking  Mekcuandis 


March  3,  189fl, 
OwKNs,  Ci.n.ANn  &  Co.. 

ChifLij;..,  HI. 
Ginlliiiii-n. 

Rcferrinttt"  your  c.it.ilogTic  No.  31,  please  Bcnd  mo  the  goods 
note:.!  in  the  ondoSL^d  list. 

I  slull  HCfl  IhfSf  jr.-.ds  fnr  llic  Eastor  trade,  iind  sli.ill,  therefore. 
e.-ii>i>ft  thorn  H-it!»mt  delay. 

Ship  l>y  the  C.  He  E.  I.  Ry. 
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List  of  Goods. 

Order  of  March  8,  1899.  sent  by  S.  C.  Gordon,  Danville,  111. 

Neckwear: 

3  Doz.  Assorted  Tecks,        at  $4.25 

2    ••  *•         Imperials,  ••    4.50 

12    "      String  Ties,  ••     1.00 

6    "      Band  Bows,  ••    2.25 

Half  Hose : 

9^    10    10«    11 

3  Doz.,  No.  423,  Fancy  Stripe,  at  $2.25,  i  1  1  i 

10    *'       No.  437,  Black,  ♦•     1.10,  2  3  3  2 

2     •*       No.  444,  Fancy,  "    4.25,  J  J  J  J 

6     •*       No.  392,  Seamless,  ••      .75, 

Handkerchiefs: 

5  Doz.,  No.  874,  Japanese,  at  $1.00 

3     "       No.  842,  White  H.  S.,  "2.25 

10    "       No.  817,  White,  Cord  Edge,  -      .50 

Belts : 

30    32    34    86    38    40 

2  Doz.,  No.  367.  at  $4.50    3      4      5      6      8      3 

4     '♦       No.  374,  •*    2.25    4      6    12    12      8      6 

Underwear: 

8i  Doz.,  No.  86,  Plain  Balbriggan,  at  $4.50 
30    32    343638404244 
Shirts,  1      1      1      1      J      J 

Drawers,    i      i      1      1      }      i 

Umbrellas: 

1  Doz.,  No.  311,  26  inch,  at  $  .75  each 
1     ••     No.  314,  28     "       ••      .90 
4     ««     No.  322,  27     ••       **     1.50 
J     **      No.  331,  28     ••       ••    2.00 
J     "     No.  369.  28     ••       "    2.50 

64.  Analysis. — This  letter  is  written  by  Mr.  Gordon, 
who  conducts  a  men's  furnishing  store  in  Danville,  to  Owens, 
Cleland  &  Co.,  wholesale  dealers,  in  Chicago. 

The  letter  is  brief  and  to  the  point.  In  the  first  sentence 
Mr.  Gordon  indicates  that  in  making  up  the  list  of  goods 
ordered  he  has  been  guided  by  the  wholesale  firm's  catalogue, 
and  to  prevent  any  misunderstanding  gives  the  number  of 
the  catalogue.  In  filling  the  order,  the  clerks  of  Owens, 
Cleland  &  Co.  will  consult  their  catalogue  No.  31  for  the 
styles  and  qualities  of  the  goods  named  in  the  list. 
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In  the  second  paragraph  the  writer  properly  cantions  t 
wholesale  firm  against  tielay.     It  is  always  well,  in  suctf 
cases,  to  state  the  time  tie  goods  are  desired.     If  the  goods  ~ 
are  wanted  at  once,  say  ■*  Ship  at  once,"  or  "  Ship  without 
delay";  i£  there  is  no  hurrj',  you  may  say,   "Ship  at  your 
convenience,   or    "Please   ship    the    goods    named   in    the  I 
enclosed  order,"  without  reference  to  the  time  of  shipmenLf 

In  the  last  sentence  the  route  is  indicated.  It  is  frequently; 
more  convenient  for  a  merchant  to  receive  his  goods  at  i 
certain  freight  station  or  express  office.  When  such  is  th« 
case  he  should  indicate  his  preference  in  the  order  and  th( 
shippers  should  of  course  respect  his  wishes  in  the  matter^! 
Sometimes  it  is  necessary  to  indicate  also  whether  the  ship 
ment  shall  be  made  by  freight  or  express.  In  this  cas 
directions  in  this  particular  are  unnecessary,  as  the  dealers  ~ 
will  naturally  ship  by  freight  unless  directed  to  do  otherwise;. 

Little  comment  is  required  on  the  rhetorical  construction 
of  the  letter.  The  style  employed  is  the  typical,  concise 
business  style.  In  three  short  sentences  the  writer  says  i 
that  is  necessary,  and  any  additional  words  would  be  wasted..! 

The  sentences  are  clear  and  grammatically  correct.      Itl 
may  be  noted  that  in  the  first  sentence  the  object  of  the  1 
verb  sf fid  is  goo Js.     Not  infrequently  an  order  reads  some-  ' 
what  like  this:   "  Please  send  me  the  enclosed  list  of  goods. " 
Here  the  object  of  the  verb  is  /is/.     The  writer  in  reality 
asks  the  dealers  to  send  him  the  list  that  he  sends  them, 
though  he  of  course  means  to  request  them  to  ship  the  goods.J 
These  little  points  in  precision  and  grammatical  accuracyani 
what  distinguish  really  good  letter  writers. 

The  letter  being  short,  each  sentence  constitutes  t 
graph.  Obviously  the  first  two  sentences  are  closely  enough 
connected  to  form  one  paragraph,  but  there  can  be  no 
objection  to  the  present  arrangement.  The  last  sentence ' 
should  of  course  constitute  a  separate  paragraph. 

While  the  letter  is  courteous,  the  terms  of  courtesy  are 
not  multiplied.  The  commanding  tone  that  the  first  sen- 
tence might  have  is  avoided  by  the  word  "please."  There 
would  be  no  particular  objection  to  a  repetition  of  this  word 
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in  the  last  sentence;  however,  as  this  sentence  is  merely  a 
direction  and  in  no  sense  a  request,  the  omission  of  some 
such  word  as  please  or  kindly  would  not  be  construed  as  a 
discourtesy  by  any  business  man.  It  would  be  inappropriate 
to  say,  "I  will  be  much  obliged  if  you  will  kindly  ship  by 
the  C.  8l  E.  I,  Ry."  When  stated  in  this  form,  the  sentence 
gives  the  impression  that  Mr.  Gordon  is  asking  a  particular 
favor,  whereas,  in  reality,  to  designate  the  route  is  his  right. 

The  complimentary  close,  "Yours  very  truly,"  is  formal 
and  sufficiently  courteous,  considering  the  relation  of  the 
CO rresjxjn dents,  "Yours  respectfully "  would  be  proper, 
but  "  Your  dutiful  servant  "  would  be  quite  out  of  place. 

The  arrangement  of  the  parts  of  the  letter  leaves  nothing 
to  be  desired.  The  heading  consists  of  two  lines,  as  it  should, 
l>eing  rather  long.  The  address  also  occupies  two  lines.  As 
this  business  house  is  well  known  in  Chicago,  it  is  unneces- 
sarj'  to  give  street  and  number  in  the  inside  address,  but  it 
may  be  placed  on  the  envelope,  as  a  possible  aid  to  the  postal 
clerks.  The  salutation  "Gentlemen  "  is  correct.  The  body 
of  the  letter  begins  on  the  space  below  the  salutation,  though 
it  might  properly  begin  on  the  same  line. 

We  turn  now  to  the  punctuation  of  the  letter.  In  the 
heading,  the  four  items  are  separated  by  commas,  a  period 
follows  the  abbreviation  "III. ,"  and  another  is  placed  at  the 
end.  In  the  address  the  items  are  likewise  separated  by 
commas,  and  a  comma  separates  the  two  names  in  the  firm. 
According  to  the  ordinary  rules  for  the  use  of  commas,  it 
maybe  urged  that  a  comma  should  follow  the  name  "Cle- 
land  "  also,  but  it  is  the  universal  custom  to  write  firm  names 
with  the  punctuation  given  in  the  letter.  The  period  after 
the  abbreviation  "  111."  serves  also  to  mark  the  close  of  the 
address.  The  salutation  "Gentlemen"  is  followed  by  a 
comma.  Some  writers  prefer  to  use  a  colon,  and  many  use 
the  dash  with  either  the  comma  or  colon.  The  dash  should 
be  used  when  the  body  nf  the  letter  follows  the  salutation  on 
the  same  line,  but  we  see  no  good  reason  for  using  it  when 
the  salutation  is  on  the  line  above  the  body  of  the  letter. 
the  first  sentence  the  comma  after  "31"  separates  the 
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preceding  phrase  from  the  following  remainder  of  the  sen-   I 
tence.    In  the  second  sentence  the  comma  after  ' '  trade  "  sep- 
arates the  two  clauses  of  the  sentence;  the  word  "therefore" 
is  of  a  parenthetical  nature  and  is  set  off  by  commas.    Pericxls   ' 
follow  each  of  the  three  sentences  and  the  abbreviations  oi 
the  name  of  tlie  railroad.     The  complimentary  close  is  fol-   , 
lowed  by  a  comma,  as  it  should  be,  and  the  signature  is 
followed  by  a  period. 

Each  proper  name  begins  with  a  capital  letter.  The  first  1 
word  of  each  sentence  begins  wiUi  a  capital  letter,  as  does  , 
also  the  salutation  and  the  complimentary  close.  The  abbre-  ' 
viation  of  the  railroad  consists  of  the  initial  letters  of  the 
name  "  Chicago  and  Eastern  Illinois";  and  each  letter  is  a  ' 
capital.     The  word  "  Easter"  also  begins  with  a  capital. 

55.  The  order  is  written  not  in  the  body  of  the  letter, 
but  on  separate  sheets.  The  writer  consults  the  convenience 
of  his  correspondents  by  closely  following  their  catalogue. 
Doing  so,  he  divides  his  letter  into  several  paragraphs,  each 
with  a  heading  taken  from  the  catalogue  clearly  indicating  | 
the  class  of  goods  he  wishes  to  order. 

Under  the  heading  "Neckwear"  appear  four  items,  each  I 
occupying  one  line.  First  is  given  the  quantity,  then  the  style  1 
or  variety,  and  at  the  end  of  the  item,  the  price  per  dozen. 

Under  the  heading  "Half  Hose,"  wc  have  in  addition  to 
the  quantity,  style,  and  price,  the  catalogue  number  and  a 
list  of  the  sizes.     The  use  of  the  catalogue  number  saves  a   , 
lengthy  description  of   the  quality,   material,   etc.,   as  this 
description  is  given  in  the  catalogue  under  the  number  in   ■ 
qucstir.n.     The  rows  of  figures  at  the  right  denote  the  sizes   i 
ordered;  thus,  the  first  item  if  written  in  full  would  read, 
"3  doz.  Fancy  Stripe,   -?r  doz.  of  size  9 J,  1  doz.  of  size  10,    '. 
1  doz.  of  size  lOJ,  and  ^  doz.  of  size  II."     In  business  prac- 
tice,  fractional  sizes  are  always  indicated   as  here  shown. 
9'  denotes  ^,  9"  denotes  0|,  and  9'  denotes  9J. 

In  ordering  goods  that  are  made  in  different  sizes,  the 
merchant  is  careful  to  indicate  the  quantity  required  of  each  I 
size,  having  regard  for  the  probable  demand  for  the  variotis  1 
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sizes  and  for  the  condition  of  the  stogk  on  hand.  Tlius,  in  the 
present  instance,  themerchant  orders  a  larger  quantity  of  the 
medium  sizes  10  and  10^  than  of  the  extreme  sizes  'JJ  and  1 1. 

Under  the  fourth  headinjr  "Beits,"  the  number  of  belts 
is  indicated  for  each  size  from  30  to  40;  and  under  the  head- 
ing "  Underwear,"  the  number  of  dozens,  the  fraction  of  a 
dozen  of  both  shirts  and  drawers  are  given  for  each  of  the 
sizes  from  30  to  44,  The  merchant  after  looking  over  his 
stock  concludes  that  he  requires  no  more  shirts  of  sizes  30 
and  33  or  drawers  of  sizes  4i  and  44.  Had  he  neglected  to 
give  the  sizes  required  and  depended  on  the  wholesale 
house  for  an  assortment,  they  might  make  up  the  bulk  of  the 
order  of  one  size  of  which  they  have  a  surplus  on  hand. 

There  are  some  points  regarding  punctuation, capitalization, 
and  abbreviations  that  deserve  notice.  The  heading  of  each 
paragraph,  as  "Neckwear,"  "Half  Hose,"  etc.,  is  properly 
followed  by  a  colon.  This  follows  from  the  principle  that  a 
colon  should  precede  a  scries  of  particulars  or  a  series  of  items. 
The  punctuation  of  the  individual  items  follows  ordinary 
rules;  thus,  the  catalogue  number,  being  parenthetical,  is  sep- 
arated by  commas  from  what  precedes  and  follows;  and  the 
phrases  "at  t2. 25, "  "at  #1.1 0, "  etc.  are  also  set  off  by  commas. 

In  orders,  invoices,  and  advertisements,  capital  letters  are 
used  very  freely;  in  fact,  it  is  almost  the  rule  to  begin  each 
word  with  a  capital  letter,  and  the  exception  to  begin  a 
word  with  a  small  letter.  The  order  under  consideration  is 
no  exception;  almost  every  word  save  the  preposition  "at" 
is  dignified  by  a  capital.  Whether  this  excessive  use  of  the 
capita!  letters  is  Justifiable  from  the  rhetorical  point  of  view 
is  a  question.  The  fact  remains,  however,  that  it  is  a  uni- 
versal custom  among  business  men,  and  in  this  case,  as  in 
most  others,  custom  makes  law. 

Another  characteristic  of  the  order  is  the  free  use  of  abbre- 
viations. The  word  "dozen"  is  invariably  abbreviated  to 
Doz.  or  Dz. ,  generally  with  a  capital  letter,  and  the  ditto 
abbreviation  "  is  largely  used.  There  are  other  abbre- 
\Hations  peculiar  to  the  class  of  goods;  thus,  "H,S."  for 

hemstitched."     The  general  rule,  "Do  not  abbreviate  in 
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letter  writing,"  is  reversed  in  orders  for  goods,  and  becomes, 
"Abbreviate  wherever  possible." 

The  letter  that  we  have  just  analyzed  will  give  the  student 
an  idea  of  the  forms  employed  in  ordering  goods.  An  order 
from  a  merchant  in  some  other  line  of  business,  say  sta- 
tionery or  hardware,  would,  of  course,  differ  somewhat  in 
little  details  from  the  order  just  considered,  but  the  body  of 
the  letter  would  be  substantially  the  same.  It  is  manifestly 
impossible  to  give  here  all  the  intricate  details  that  may 
arise  in  correspon denize  relating  to  various  kinds  of  business. 
We  can  give  only  general  principles;  but  a  student  that 
understands  these  principles  relating  to  letters  ordering 
goods,  will  readily  master  the  details  pertaining  to  any  par- 
ticular business  that  he  may  be  engaged  in. 


LK-rrERS  ACKXUWLEDUING  ORUKIt^l. 

5(».     Except  in  the  case  of  small  mail  orders,  where  the 

sending  of  the  goods  constitutes  a  sufficient  acknowledgment, 
it  is  a.  commendable  custom  to  acknowledge  an  order  imme- 
diately upon  ilH  receipt.  The  sender  of  the  order  upon 
i-cccipt  of  the  aeknowledgmeiit  feels  (hat  his  order  is  receiv- 
ing attention. 

Sonic  firms  acknowledge  tiie  order  hv  sending  an  invoice; 
this  custom  is  not  to  be  recommended  unless  the  invoice 
states  the  pn)l)al)le  date  of  shipment;  and  in  any  case,  a 
formal  ktler  is  better. 


(1  nrilcr  of  the 
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57.  Analysis. — Messrs,  Owens,  Cleland  &  Co.,  recog- 
nizing the  value  of  a  prompt  acknowledgment,  immediately 
write  Mr.  Gordon  upon  the  receipt  of  his  order.  They 
inform  him  that  his  order  has  been  received  and  that  the 
goods  ordered  will  be  forwarded  on  the  day  of  their  writing. 

By  the  fact  of  their  mentioning  the  date  of  his  order,  Mr. 
Gordon  will  at  once  perceive  that  reference  is  made  to  his 
letter  of  March  3,  enclosing  that  order.  He  might  have 
written  Owens,  Cleland  &  Co.  another  letter  the  same  day 
enclosing  a  check  or  money  order,  or  he  might  have  written 
them  on  the  4th,  enclosing  another  and  quite  different  order 
for  goods.  Hence  the  value  of  the  particular  reference  to 
his  letter  of  March  3  enclosing  a  special  list  of  goods.  It  is 
always,  indeed,  advisable  for  a  business  man  or  firm  to  men- 
tion the  date  of  the  letter  that  is  being  answered. 

After  this  reference  to  the  date,  Owens,  Cleland  &  Co. 
inform  their  correspondent  that  they  will  ship  the  goods  by 
the  desired  route  and  express  the  hope  that  they  will  be 
found  satisfactory.  They  then  courteously  express  thanks 
for  the  order  and  conclude  by  asking  for  future  orders. 

This  letter  is  in  all  respects  one  that  a  great  business  firm 
might  properly  address  to  a  reliable  and  trustworthy  cus- 
tomer. The  letter  is  brief,  but  not  so  brief  as  to  give  the 
impression  of  haste  or  discourtesy.  The  actual  information 
conveyed  might  have  been  put  in  one  sentence;  thus,  **We 
have  received  your  order  of  the  3d  and  will  ship  goods 
today."  If,  however,  the  letter  consisted  of  this  single 
statement,  it  would  seem  curt  and  would  not  perhaps  pro- 
duce a  favorable  impression  on  the  recipient.  By  the  use 
of  the  word  ** valued'*  in  the  first  sentence,  the  firm  gives 
Mr.  Gordon  the  impression  that  they  value  his  order  and 
are  glad  to  have  business  relations  with  him.  Of  course 
Mr.  Gordon  may  take  it  for  granted  that  Owens,  Cleland 
&  Co.  are  glad  to  receive  an  order,  but  the  assurance  is 
nevertheless  in  some  degree  gratifying.  Any  one  is  pleased 
to  feel  that  a  favor  on  his  part  is  appreciated. 

The  third  sentence  expressing  tjie  hope  that  the  goods  will 
be  satisfactory  shows  that  the  firm  is  anxious  to  please  the 
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customer  in  the  quality  of  the  goods.  An  expression  of  this 
character  is  alwaj-s  appropriate  in  an  aclcnowledgment  of  an 
order.  The  last  sentence  is  in  keeping  with  the  preceding 
portion  of  the  letter;  it  is  practically  a  request  for  the  con- 
tinuation and  enlargement  of  the  business  relations  existing 
between  the  firm  and  Mr.  Gordon. 

The  sentences  of  the  letter  are  short,  clear,  and  grammalic- 
ally  correct.  The  first  three  sentences  are  closely  connected 
and  naturally  form  one  paragraph.  It  will  be  noticed  that 
the  continuity  is  secured  seemingly  without  attention  on  the 
part  of  the  writer.  In  the  second  sentence,  "  therein  "  refers 
to  the  order  mentioned  in  the  first  sentence;  and  the  third 
sentence  is  connected  to  the  second  by  the  pronoun  "them  " 
referring  to  the  "goods"  of  the  second  sentence.  The  hist 
sentence  merges  into  the  complimentary  close  and  for  that 
reason  is  made  a  paragraph.  It  is  a  general  rule  that  when 
the  closing  sentence  of  a  letter  is  preparatory  to  the  compli- 
mentary close,  it  should  begin  a  new  paragraph. 

The  arrangement  of  the  parts  of  the  letter  is  faultless. 
The  address  should  clearly  occupy  two  lines,  and,  the  letter 
being  short,  it  is  perhaps  preferable  to  begin  the  body  on 
the  line  below  the  salutation.  There  is  some  difference  of 
opinion  as  to  the  proper  position  of  the  clause  >'we  remain" 
in  the  last  sentence.  Some  prefer  to  put  it  on  a  separate 
line;  thus: 

by  others  in  the  future, 

We  remain, 

Yours  very  truly, 

OwKNs.  Clrland  &  Co. 

In  this  case  "we"  must  begin  with  a  capital  letter.  We 
believe  it  is  better,  however,  to  write  this  clause  in  the  body  of 
the  sentence.     In  either  case,  it  must  be  set  off  by  commas. 

There  is  nothing  in  the  punctuation  or  capitalization  of 
the  letter  that  requires  special  comment. 

58.  For  the  student's  guidance,  wc  a])]x;nd  two  shorter 
letters  ordering  goods  and  the  acknowledgments  thereto: 
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Bay  City,  Mich., 

May  7,  1899. 
Messrs.  Keuffel  &  Esser, 

New  York. 
Gentlemen, — Please  ship  by  American  Express,  C.  O.  D.,  the  fol- 
lowing: 

12  Quires  Universal  Paper,  27"  X  40",  at  ^.25  per  Quire. 
3       *•       Paragon        ••        22"  X  30",   ••    2.50    " 
100  Sheets  Whatman's  No.  2,  19"  X  24".  at  .10  per  Sheet. 
5  Doz.  Patent  Office  Bristol  Board,  No.  21, 15"  X  20",  at  .60  per  Doz. 
1  Roll  No.  150  Tracing  Cloth,  86  in.,  at  8.25. 
Kindly  credit  me  with  the  usual  discount. 

Yours  truly, 

J.  C.  Saunders, 

280  Huron  St. 

New  York,  May  10,  1899. 
Mr.  J.  C.  Saunders, 

280  Huron  St., 

Bay  City,  Mich. 

Dear  Sir: — The  order  with  which  you  have  kindly  favored  us, 
under  date  of  May  7,  has  been  filled  and  shipment  will  be  made  today. 
We  trust  that  the  articles  will  reach  you  in  good  condition,  and  hope 
to  be  favored  with  many  future  orders. 

Very  truly  yours, 
•  Keuffel  &  Esser. 

Per  J. 

Franklin,  Ia.,  July  6,  1898. 
The  Deering  Harvester  Co., 

Chicago,  111. 
Gentlemen, 

Please  ship  us  at  once  by  fast  freight  20  Deering  harvesters. 

Yours  truly, 

Spencer  &  Lorrus. 

Chicago.  III., 

July  8,  1898. 
Spencer  &  Loftus, 

Franklin,  la. 

Gentlemen, 

We  have  today  received  your  order  of  the  6th  inst.,  for  which 

accept  our  thanks.     We  will  ship  the  harvesters  tomorrow,  the  9th,  at 

the  latest. 

Yours  respectfully. 

The  Deering  Harvester  Co, 

Per  M.  IC  W. 
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LEITERS  OK  AI-PUCATIOS. 

59,  Under  this  heading  we  class  letters  applying'  for 
employment.  In  sucii  a  letter,  state  your  qualifications 
clearly,  modestly,  and  in  a  businesslike  tone.  Answer  all 
particulars  mentioned  in  the  advcrtisenient.  Do  not  send 
the  originals  of  testimonials  in  applying  for  a  Mtuation,  but 
copy  each  testimonial  on.  a  separate  sheet,  marked  "  Copy  " 
at  the  top  of  the  page. 

The  writer's  letter  of  application  is  often  the  only  evidence 
of  his  fitness  for  a  position ;  therefore,  great  care  should  be 
taken  in  the  writing  and  in  the  wording  of  the  letter.  Numer- 
ous advertisements  seen  in  the  papers  close  with  the  words. 
"Apply  in  your  own  handwriting,"  showing  the  im]x>rtanLe 
that  business  men  place  on  good  penmanship.  Read  your 
letter  over  carefully  before  sending  it,  and  if  you  see  any 
way  in  which  the  wording  might  be  improved,  or  find  a 
single  mistake,  the  letter  should  by  all  means  be  rewritten. 

Your  success  in  securing  the  place  may  depend  on  slight 
extra  trouble  on  your  part  in  writing  the  letter.  If  the 
position  is  an  important  one,  you  will  be  almost  sure  to  fail 
in  securing  it,  unless  your  letter  of  application  is  carefully 
written. 

The  applicant  slmuld  usually  state  wliat  his  education  has 
lH,'en;  what  experience,  if  any,  he  has  liad   in  business;  his 
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Ai'inKN,  N.  v.,  May  ^4,  IMM. 
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your  firm,  either  as  a  foreman  in  your  machine  shop  or  as  a  journey- 
man machinist. 

I  am  thirty-six  years  of  age.  For  the  past  seven  years  I  have  been 
employed  in  the  shops  of  Mcintosh,  Seymour  &  Co.,  and  during  the 
last  three  years  I  have  held  the  position  of  assistant  foreman,  having 
charge  of  their  lathe  and  planer  hands.  I  am  qualified  to  do  first-class 
work  on  light  and  heavy  lathes,  planers,  milling  machines,  and  grind- 
ing machines;  I  have  also  had  some  experience  in  toolmaking,  and  am 
a  good  vise  hand. 

As  to  my  character  and  ability,  I  refer,  by  permission,  to  Mr.  John 
\V.  Lee,  Superintendent,  and  to  Mr.  Henry  R.  Fielding,  General  Fore- 
man for  Mcintosh,  Seymour  &  Co..  and  to  Mr.  H.  E.  Deitman,  Super- 
intendent of  the  B.  W.  Payne  &  Sons*  Engine  Co.,  Elmira,  N.  Y.,  with 
which  firm  I  was  formerly  employed. 

Awaiting  an  answer,  at  your  convenience,  I  remain. 

Very  respectfully  yours, 
237  State  Street  Chas.  W.  Baldwin. 

60,  Analysis. — A  letter  of  application  for  employment 
should  be  brief  and  to  the  point.  If  the  applicant  is  already 
employed,  he  should  state  his  reasons  for  desiring  a  change; 
if  he  is  not  employed,  he  should  state  whom  he  worked  for 
last  and  why  he  is  not  working*  at  the  time  he  writes  his 
letter.  In  many  cases,  the  age  of  the  applicant  is  a  matter 
of  serious  consideration;  hence,  as  a  rule,  he  should  state 
his  age.  The  applicant  should  state  what  experience  he  has 
had  in  the  particular  line  of  work  for  which  he  seeks  employ- 
ment. As  a  general  rule,  references  are  more  valuable  than 
letters  of  recommendation ;  consequently,  the  applicant 
should  obtain  permission  to  refer  to  his  previous  employers. 
Any  other  reference  is  undesirable  in  cases  like  that  outlined 
in  the  above  letter.  Let  us  see  how  Mr.  Baldwin  has  fulfilled 
our  requirements. 

Mr.  Baldwin  is  employed  with  Mcintosh,  Seymour  &  Co., 
of  Auburn,  N.  Y. ,  a  firm  well  known  throughout  the  United 
States  as  builders  of  high-grade  automatic  cut-off  shaft  gov- 
ernor engines.  He  has  been  employed  with  this  firm  for 
seven  years,  during  the  last  three  of  which  he  has  been  one 
of  their  assistant  foremen.  He  is  a  good  machinist  himself, 
and  has  worked  in  other  machine  shops,  one  of  which  is  that 
of  B.  W.  Payne  &  Sons,  of  Elmira,  N.  Y.,  who  build   the 
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same  general  class  of  engines  as  Mcintosh,  Seymour  &  Co. 
On  account  of  the  state  of  his  wife's  health,  Mr,  Baldwin 
decides  that  it  would  be  best  to  move  to  some  place  having 
a  more  suitable  climate,  and  therefore  writes  to  The  Buckeye 
Engine  Co.,  Salem,  Ohio,  a  firm  engaged  in  the  same  line  of 
business  as  Mcintosh,  Seymour  &  Co. 

Mr.  Baldwin  begins  his  letter  by  stating  his  reasons  for 
changing  employers.  He  writes  that  his  wife  has  poor 
health,  and  leaves  it  to  be  inferred  that  this  is  his  only 
reason  for  leaving  the  employ  of  Mcintosh,  Seymour  &  Co., 
as  is  really  the  case.  He  does  not  waste  any  words;  he  does 
not  tell  of  the  numerous  conferences  that  they  have  had 
with  their  physician — all  these  are  private  matters  and  are 
of  no  interest  whatever  to  The  Buckeye  Engine  Co. 

In  the  next  sentence,  he  states  the  kind  of  a  situation  he 
desires,  and  he  writes  in  a  straightforward  manner  that 
indicates  that  he  feels  confident  of  his  ability  to  fill  either 
position  satisfactorily.  It  will  be  noticed  that  neither  here 
nor  in  any  other  part  of  the  letter  does  he  write  something 
like  this;  "  Should  you  desire  to  accept  my  services,  I  am 
certain  that  I  can  fill  either  position  to  your  entire  satisfac- 
tion." Such  remarks  are  wholly  unnecessary  and  tend  to 
weaken  the  force  of  the  letter.  The  fact  that  he  has  worked 
for  the  same  firm  for  seven  years,  for  the  last  three  as  assist- 
ant foreman,  and  is  leaving  of  his  OT,vn  accord,  is  sufEcient. 
A  man  is  always  expected  to  do  his  work  to  the  best  of  his 
ability,  and  there  is  no  reason  for  his  bragging  about  what 
it  is  taken  for  granted  he  will  do.  Note  also  that  of  the  two 
positions  mentioned,  the  higher  one  is  named  first.  This  is 
a  point  worthy  of  careful  consideration.  Mr.  Baldwin  has 
been  employed  for  seven  years,  with  Mcintosh,  Seymour  & 
Co. ,  on  the  same  general  class  of  work  as  that  done  by  the 
firm  he  is  writing  to,  and,  previous  to  that,  for  some  time 
with  B.  W.  Payne  &  Sons.  He  feels  certain  that  he  can  fill 
the  position  of  foreman  or  assistant  foreman  in  the  machine 
shop  of  The  Buckeye  Engine  Co.,  and  hence  he  names  the 
higher  position  first,  leaving  it  to  bo  inferred  that  while  he 
could  fill  the  position  of  forenaan,  and  desires  such  a  position. 
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liie  would,  on  account  of  the  necessity  of  being  obliged  to 
'leave  Auburn,  accept  a  position  as  machinist,  and  take  his 
chances  of  being  promoted  afterwards  to  be  foreman  or 
assistant  foreman.  If  he  had  written  to  some  firm  engaged 
in  a  different  line  of  business,  as,  for  example,  The  Latrobc 
Steel  Works,  Latrobe,  Pa.,  it  would  have  been  better  for 
him  to  have  reversed  the  order  and  named  the  lower  position 
first;  for,  if  he  had  named  the  higher  position  first,  it  would 
have  created  the  impression  in  the  mind  of  the  person  read- 
ing his  letter  that  he  was  of  that  variety  of  mankind  who 
"know  it  all,"  and  would  have  weakened  very  much  the 
other  good  qualities  that  were  displayed  in  his  letter.  By 
naming  the  lower  position  first,  it  would  show  him  to  be  a 
modest  man,  but  one  who  had  confidence  in  his  own  ability, 
and  was  willing  to  work  for  a  while  in  a  subordinate  position 
and  trust  that  his  employer  would  observe  his  work  and 
promote  him  to  a  higher  position,  as  sotm  as  it  became 
evident  that  he  was  familiar  with  the  work  as  done  in  the 
shops  at  Latrobc.  It  depends  altogether  upon  circum- 
stances, whether  the  higher  position  should  be  named  first 
or  the  lower. 

In  these  two  sentences,  which  form  the  first  paragraph  of 
the  letter,  Mr,  Baldwin  has  stated  why  he  wants  to  change 
his  situation  and  has  named  the  position  that  he  desires  to 
fill  with  The  Buckeye  Engine  Co.  He  now  very  naturally 
slates  his  qualifications,  and  his  reasons  for  thinking  that  he 
can  fiU  the  position  he  is  applying  for,  and  bejjins  with  a 
new  paragraph.  It  is  quite  customary  now  for  employers  to 
ask  applicants  for  positions  their  ages,  and  he  begins  the 
second  paragraph  by  stating  his  age.  He  then  states  how 
long  he  has  been  employed  in  the  shop  of  Mcintosh,  Seymour 
&Co,  This  isan  important  point;  if  a  man  stays  for  a  long 
while  in  the  employ  of  a  company,  and  particularly  of  a 
■rJCOmpany  as  well  known  as  Mcintosh,  Seymour  &  Co.,  it  is 
rtrong  presumptive  evidence  that  his  work  has  been  satisfac- 
tory to  the  firm,  and  it  is  reasonable  to  suppose  that  his 
jrk  would  l>e  equally  satisfactory  to  his  new  employeni. 
phis  impression  is  greatly  strengthened  by  the  fact  that  Mr. 
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Baldwin  was  promoted  to  the  position  of  assistant  foreman, 
and  that  he  held  that  position  for  three  years,  and  could  hold 
it  longtjr,  but  was  obIig;ed  to  leave  on  account  of  his  wife's 
health.  It  will  be  noticed  that  he  does  not  merely  state  that 
he  was  assistant  foreman,  but  he  also  states  exactly  what  his 
duties  were;  viz.,  he  had  charge  of  the  lathe  and  planer 
hands.  This  is  another  important  statement,  for  a  prospec- 
tive employer  alsodesires  to  know  exactly  what  an  applicant 
for  a  position  in  his  shop  has  done  previously.  If  Sir. 
Baldwin  had  merely  stated  that  he  had  held  the  position  of 
assistaut  foreman,  be  would  have  left  The  Buckeye  Enj;ine 
Co.  in  doubt  a,s  to  what  his  duties  had  been.  He  mijfht  have 
had  charge  of  the  boring  machines,  he  might  have  had 
charge  of  the  floor  hands,  he  might  have  had  charge  of  the 
tCKil  room,  or  he  might  have  had  charge  of  the  erecting 
department;  but,  by  stating  exactly  what  his  duties  had 
been,  The  Buckeye  Engine  Co.  are  better  able  to  judge 
whether  they  can  offer  him  a  position  as  one  of  their  fore- 
men, or  whether  they  prefer  to  employ  him  as  a  journeyman 
machinist. 

The  first  sentence  of  the  socoml  paragraph  is  really  a  state- 
ment of  Mr.  Baldwin's  si^eciul  qualilicalions  for  a  position  as 
ffircnian.  The  nest  sentence  not  oulyudds  somewhat  to  tlie 
list  givou  in  the  lirst  sentence,  but  also  gives  his  qualifica- 
ti<ms  f(ir  a  position  as  JDiinieymait  niacliiiiist.  Without 
doing  any  boastinjr,  Mr.  Baldwin  states  that  he  can  do  first- 
class  work  on  light  and  heavy  latJies,  planers,  millini,' 
machines,  and  grinding  machines.  It  will  Ix.'  noticed  that 
he  mcntiims  both  light  and  heavy  lathes.  This  is  an  impor- 
tant st;ititiK'tit,  hecaiise  a  machinist  might  be  able  to  do 
first-L-lass  work  on  a  light  lathe  and  ii.it  be  able  to  handle  a 
heavy  lathe.  In  tlie  ncNt  clause  he  iinx:!estly  states  that  he 
has  bad  experience  in  toolninking.  and  that  he  is  a  good  vise 
hand.  He  might  be  a  first-class 
vise  hand,  but  whether  he  is  or  i 
these  directions  has  been  sorncw 
iK'tlcr,  ])erha|)s.  fur  him  Xo  word  1 
It  is  always  well  not  tti  try  to  claim 
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Engine  Co.  wish  to  know  what  experience  he  has  had  in 

toolmaking  or  in  work  at  the  bench,  they  will  ask  him ;  then 
he  can  state  exactly  what  experience  he  has  had  in  either  of 
these  two  branches  of  machinists'  work,  and  he  will  create  a 
butter  impression  than  if  he  made  himself  out  to  be  a  first- 
class  workman  in  all  three  departments. 

Having  stated  his  qualifications,  he  now  gives  his  refer- 
ences as  to  character  and  ability,  and  naturally  begins  a  new 
paragraph.  He  refers  to  the  two  men  in  the  employ  of 
Mcintosh,  Seymour  Sc  Co.  that  are  best  qualified  to  express 
an  opinion  in  regard  to  his  character  and  abiHty — the  super- 
intendent and  the  general  foreman — and,  at  the  same  time, 
he  takes  advantage  of  the  opportunity  to  inform  The  Buckeye 
Engine  Co.  that  he  has  worked  for  B.  W.  Payne  &  Sons, 
and  refers  to  Iheir  superintendent.  When  giving  a  refer- 
ence, it  is  always  best,  when  possible,  to  refer  to  the  person 
that  is  immediately  over  you.  A  reference  to  a  high  official 
of  the  company  is  seldom  satisfactory;  as  he  rarely  comes  in 
direct  contact  with  the  employes,  but  issues  his  orders 
through  the  headsof  departments,  any  recommendation  that 
he  might  give  would,  in  all  probability,  be  due  to  inquiry  of 
the  superintendent  or  general  foreman.  Hence,  it  is  always 
better  to  refer  to  the  superintendent  or  general  foreman,  direct. 

Note  the  wording  of  the  closing  paragraph,  Mr.  Baldwin 
desires  a  reply  to  his  letter,  and  he  words  his  request  verv 
delicately.  He  is  in  the  position  of  a  person  asking  a  favor; 
hence,  instead  of  saying,  "  Please  reply  at  your  earliest  con- 
venience," which  would  be  in  the  nature  of  a  command,  he 
writes,  ■'  Awaiting  a  reply,  at  your  convenience  " — a  respect- 
ful way  of  saying  the  same  thing.  The  form,  "Please  reply 
at  your  earliest  convenience, "  would  be  correct  for  The  Buck- 
eye -Engine  Co,  to  use  in  reply  to  Mr.  Baldwin's  letter,  but 
it  would  be  considered  somewhat  impertinent  for  Mr.  Bald- 
win to  use  it  in  his  letter.  A  person  asking  a  favor  has  no 
right  to  demand,  and  but  little  right  to  request;  and,  in  any 
case,  the  request  should  be  so  worded  as  to  leave  it  entirely 
optional  with  the  person  to  whom  the  request  is  made, 
whether  he  grants  it  or  not 
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The  complimentary  close,  "Very  respectfully  yours," 
seems  to  be  perfectly  correct;  "  Very  sincerely  yours."  or 
"Very  truly  yours,"  would  carry  an  air  of  too  great  familiar- 
ity. "  Respectfully  yours"  is  a  little  too  abrupt,  and  creates 
the  impression  that  the  writer  was  in  very  much  of  a  hurry 
to  fmiah  his  letter;  but  "Very  respectfully  yours"  is  in 
keeping  with  the  remainder  of  the  letter  and  is  a  dignified 
close. 

Notice  that  Mr.  Baldwin  gives  his  street  and  number  at 
the  close  of  his  letter.  This  may  be  given  either  at  the  end 
of  a  letter  or  at  the  beginning,  as  the  writer  prefers.  If  the 
letter  takes  up  more  than  one  page  of  writing,  it  would  be 
better,  perhaps,  to  give  the  street  and  number  at  the  head 
of  the  letter;  but  it  is  merely  a  matter  of  taste  which  form 
is  used, 

Tlie  composition  of  the  body  of  the  letter  shows  that  the  ] 
applicant  has  a  good  command  of  language  and  is  a  man  of 
education.     It  is  not  necessary,  therefore,  for  the  writer  to 
make  a  specific  statement  in  regard  to  his  educational  quali- 
fications. 

The  diction  of  the  letter  is  excellent.     The  words  chosen   i 
express  precisely  the  meaning  they  arc  intended  to,  and  the   I 
few  technical  words,  such  as    "lathes,"    "planers,"  etc.,  are    , 
perfectly  familiar  to  anyone  likely  to  be  connected  with  The 
Buckeye   Engine  Co.     Even  in  the  phrase   "Awaiting  an 
answer,  at  your  convenience,"  the  writer  uses   the  proper 
word  aiisii'fr  instead  of  the  incorrect,  though  frequently  used, 
word  re/>/v.    We  rc/>/y  to  a  statement,  an  argument,  or  accu- 
sation, and  answer  {not  reply  to)  a  question  or  a  letter. 

The  sentences  are  clear  and  grammatically  correct;  they 
also  possess  to  a  greater  or  less  degree  the  qualities  of  unity, 
force,  and  ease.  In  the  second  paragraph,  for  example, 
unity  is  secured  by  making  a  sentence  of  the  fir.st  statement, 
"I  am  thirty-six  years  of  age."  If  we  combine  the  first  two 
sentences,  thus:  "  I  am  thirty-six  years  of  age  and  have  been 
employed,  etc.,"  we  introduce  two  prominent  Ideas  into  one 
sentence,  and  thus  violate  the  principle  of  unity,  The  last 
sentence  in  the  second  paragraph  might  have  lieen  divided 
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into  two  sentences,  the  first  ending  with  the  words  "grind- 
ing machines."  The  separation  of  the  two  statements  by  a 
semicolon,  however,  seems  to  make  the  transition  from  one 
to  the  other  less  abrupt  than  when  a  period  is  used  and  each 
statement  forms  a  separate  sentence. 

The  division  of  the  letter  into  paragraphs  is  satisfactory. 
The  first  paragraph  deals  witli  the  reason  that  impels  Mr. 
Baldwin  to  seek  a  new  situation.  Note  that  the  connective 
"  therefore  "  joins  the  second  sentence  of  the  paragraph  to 
the  first  sentence.  The  second  paragraph  has  for  its  subject 
the  qualifications  of  the  writer  for  the  position  sought;  and 
the  third  paragraph,  which  consists  of  a  single  sentence, 
gives  the  references.  Each  paragraph  therefore  has  a  single 
leading  subject. 

The  style  of  expression  is  simple,  direct,  and  respectful, 
as  it  always  should  be  in  letters  of  this  character.  Nothing 
could  be  more  out  of  place  than  ornamental  or  flowery  lan- 
guage or  a  verbose  form  of  statement  in  a  letter  of  appli- 
cation. 

The  punctuation  of  the  letter  follows  the  established  niles. 
In  the  heading  and  address,  the  items  are  separated  by 
commas.  The  salutation  "Gentlemen"  is  followed  by  a 
colon;  a  comma  might  have  been  used,  but  the  colon  ismore 
formal.  Periods  appear  in  their  proper  places;  viz.,  at  the 
end  of  the  heading,  the  address,  and  the  sigfnature,  after 
each  abbreviation,  and  at  the  end  of  each  sentence.  In  the 
body  of  the  letter  commas  are  used  to  set  off  parenthetical 
words  or  phrases,  as  "  therefore  "  in  the  second  sentence  and 
"  by  permission  "  in  the  third  paragraph;  to  .set  off  elements 
in  apposition,  as  "Superintendent"  in  apposition  with 
"Mr.  JohnW.  Lee,"  "General  Foreman,  etc. "  in  apposition 
with  "Mr.  H.  E.  Deitman. "  Commas  are  used  also  after 
the  words  "lathes,"  "planers,"  and  "milling  machines"  to 
mark  the  omission  of  conjunctions.  According  to  the  custom 
of  the  best  writers,  the  third  comma  is  required  though  the 
conjunction,  and,  is  present. 

The  proper  names  throughout  the  letter  begin  with  capital 
letters,  as  do  also  the  iirst  words  of  the  several  sentences. 
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In  the  address,  each  word  of  the  firm  name  begins  with  a 
capital;  and  in  the  third  paragraph  the  titles  "Superin- 
tendent" and  "  General  Foreman  "  are  properly  capitalized. 

61.  Tht;  Buckeye  Engine  Co.,  to  verify  the  statements 
made  by  Mr.  Baldwin  and  to  inform  themselves  more  fully 
in  regard  to  his  character  and  ability  as  a  machinist,  send 
the  following  lutter  of  inquiry  to  Mr.  Juhn  W.  Lee: 


Mr.  Joh; 


Salem,  Ohio,  May  S7,  189B. 


Mcintosh.  Soymour  &  Co., 
Auburn.  N.  Y. 
Deaf  Sir.—Ur.  Chas.  W.  Baldwin  writes  that  the  slale  of  his  wifc'a 
health  ribljges  hira  to  leave  Auhurn.     He  applies  for  employment  and 
refers  ii-;  Id  y<m  and  to  your  Mr.  Henry  R.  Fielding. 

We  !~1i:i!l  be  pleased  tu  have  your  upinion  of  Mr.  Baldwin's  character, 
experieiiee,  und  ability. 

Very  truly  yo"rs. 

TiiK  Blickeve  Engime  Co. 

Thisletter  of  inquiry  is  characterized  by  the  direct,  concise 
style  that  is  always  appropriate  in  business  correspondence. 
The  writer  introduces  in  his  first  sentence  the  leading  topic — 
Mr.  Baldwin's  application.  The  object  of  The  Buckeye 
Enjrinc  Co.  in  writing  this  letter  is  to  obtain  information 
cimcerning  their  applicant,  and  nothing  is  to  be  gained  by 
veiling  this  object  with  a  wordy  introdnction. 

Having  stated  tn  the  first  paraj,'raph  that  Mr.  Baldwin  has 
applied  for  employment  and  has  referred  to  Mr.  Lee,  the 
writer  in  the  second  paragraph  respectfully  and  courteously 
asks  Mr,  Lee's  opinion  of  Mr,  Baldwin.  The  last  sentence 
li.-is  a  close  enough  connection  with  what  precedes  to  be 
included  in  the  same  paragraph.  As  the  letter  is  short,  how- 
ever, its  appearance  is  improved  by  making  two  paragraphs 
instead  of  one. 

The  rccognitiim  in  the  address  of  Mr.  Lee's  position  as 
sniKrintcndent  is  a  mark  of  res]x:ct  worthy  of  mention. 
The   complimentar>-   close,    "Very   truly  yours,"   is  quite 
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correct  considering  the  relation  of  the  writer  to  the  recipient 
It  is  perfectly  respectful  and  sufficiently  formal. 

No  special  comment  need  be  made  upon  the  punctuation 
and  capitalization  of  the  letter. 

63.     The  following  is  Mr.  John  W.  Lee*s  answer: 

AuHURN,  N.  Y.,  May  30,  1899. 
The  Buckeye  Engine  Co., 

Salem,  Ohio. 

Gentlemen  : 

I  beg  to  acknowledge  the  receipt  of  your  esteemed  favor  of  the 
27th  inst.  in  regard  to  Mr.  Chas.  W.  Baldwin's  application  for  employ- 
ment. 

Mr.  Baldwin  had  full  permission  to  use  my  name  in  his  letter  of 
application  to  you.  The  reason  he  assigns  for  his  proposed  change  of 
residence  is  correct.  His  wife's  health  is  in  such  a  condition  that  a 
change  of  residence  is  imperative. 

Mr.  Baldwin  is  a  gentleman  of  unimpeachable  character ;  he  stands 
well  with  this  firm  and  with  the  best  classes  in  this  community.  He  is 
an  excellent  machinist  and  has  been  in  our  employ  seven  years,  during 
the  last  three  of  which  he  has  been  an  assistant  foreman.  During  his 
whole  time  with  us  he  has  given  perfect  satisfaction. 

I  feel  safe,  therefore,  in  commending  Mr.  Baldwin  to  your  favorable 
consideration. 

Very  truly  yours, 

John  W.  Lee,  Supt. 

I  take  pleasure  in  endorsing  the  above  letter. 

Henry  R.  Fielding, 

General  Foreman. 

Mr.  Lee's  answer  to  The  Buckeye  Engine  Co.'s  letter  of 
inquiry  quite  properly  opens  with  a  reference  to  that  letter. 
This  reference  recalls  the  subject  of  the  original  letter,  so 
that  it  will  not  be  necessary  for  the  reader  of  Mr.  Lee*s 
answer  to  refresh  his  memory  with  the  copy  of  the  letter  to 
Mr.  Lee. 

The  points  in  the  inquiry  are  answered  in  detail.  First, 
Mr.  Lee  verifies  Mr.  Baldwin's  statements  that  the  state  of 
his  wife's  health  demands  a  change  of  residence  and  that 
Mr.  Baldwin  had  a  right  to  use  his  name  as  a  reference.  He 
then  certifies  to  Mr.   Baldwin's  character,  experience,  and 
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ability,  as  requested  in  the  last  paragraph  of  the  letter  of 
iuquiry. 

It  is  to  he  noted  that  Mr.  Lee's  statements  have  a  positive 
lone  and  are  specific  in  their  nature.  "  Mr.  Bald«*in  is  a 
5:;cntleman  of  unimpeachable  character,"  "He  is  an  excel- 
lent machinist,"  "he  has  given  perfect  satisfaction" ;  these 
assertions  are  strofig  and  unequivocal  and  cannot  fail  to  im- 
press The  Buckeye  Engine  Co.  If  Mr.  Lee  had  written  some- 
thing like  this,  "Mr.  Baldwin  seems  to  be  a  gentleman  and  I 
t/tini  he  will  prove  satisfactory  to  you, "  the  firm  addressed 
wouldfeel  that  Mr.  Leehesitatestofullycommit  himself,  and 
that  though  Mr.  Baldwin  might  prove  successful  in  a  new 
position,  he  might,  on  the  other  hand,  prove  to  be  a  failure. 
The  good  effect  of  Mr.  Lee's  positive  assertions  is  increased 
by  the  last  sentence,  "I  feel  safe,"  etc.  This  is  equivalent 
to  an  assertion  on  Mr.  Lee's  part  that  he  will  stake  his  repu- 
tation for  veracity  and  good  judgment  on  Mr.  Baldwin's 
success  in  case  The  Buckeye  Engine  Co.  sees  fit  to  employ  him. 

Mr.  Lee's  letter  is  an  example  of  what  the  painstaking, 
studious  mechanic  Can  achieve  in  letter  writing.  The  sen- 
tences are  clc^ir  and  correct,  the  diction  is  goixl,  and  goixl 
judgment  is  e-iliiliitcd  in  tlie  divisimi  of  tlie  matter  into  p£ir- 
a;4niphs.  T!ie  stvle  is  direct  and  concise,  but  courteous  and 
respectful. 

(>;j.  Having  received  Mr.  I.cc's  answi;r  and  ;Us.>  an 
answer  tn  a  letter  of  inquiiy  t<i  Mr.  11.  E,  Deitmau,  Tlie 
BuL'keyc  ICiiginc  Co,  writu  Mr.  Baldwin  as  folU.ws: 

Sallm.  Ohio.  Juin;  2,   1809. 


■   ENi;rvF.  Co. 
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The  following  is  Mr.  Baldwin's  answer: 

Auburn.  N.  Y.,  June  5,  1899. 
The  Buckeye  Engine  Co., 

Salem,  Ohio. 
Gentlemen  : 

I  thank  you  for  your  favorable  consideration  of  my  application. 
I  will  be  in  Salem  by  the  10th  inst 

Very  truly  yours,   • 

Chas.  W.  Baldwin. 

These  letters  require  little  comment.  The  Buckeye  Engine 
Co.  in  their  letter  to  Mr.  Baldwin  simply  state  that  they 
have  given  his  application  due  consideration.  This  implies 
that  they  have  made  the  inquiries  they  have  thought  neces- 
sary, and  it  is  not  necessary  for  them  to  tell  Mr.  Baldwin 
whether  they  have  written  to  his  references. 

Mr.  Baldwin  says  all  that  is  required  in  two  short  sen- 
tences. In  the  first  sentence  he  thanks  his  prospective 
employers  in  a  dignified  and  respectful  manner.  He  is 
neither  gushing  nor  effusive  in  his  thanks.  In  the  second 
sentence  he  answers  the  indirect  question  asked  in  The 
Buckeye  Engine  Co.'s  letter  in  as  few  words  as  possible. 
The  two  sentences  are  in  no  way  connected,  and  the  second 
forms,  therefore,  a  separate  paragraph. 

64.  We  submit  another  letter  of  application  for  the 
guidance  of  the  student. 

Battle  Creek,  Mich., 

June  80,  1899. 
Mr.  Franklin  P.  Judson, 

Chairman  of  the  Board  of  Education^ 
Jackson,  Mich. 
Dear  Sir  : 

Kindly  permit  me  to  offer  myself  as  a  candidate  for  the  position 
of  principal  in  the  Jackson  high  school,  w-hich  I  am  informed  is  now 
vacant. 

The  following  is  a  brief  statement  of  my  educational  qualifications  and 
experience  in  teaching:  I  graduated  at  the  University  of  Michigan  in 
1890,  and  spent  one  additional  year  there  in  advanced  study.  Since  leav- 
ing the  University  in  1891,  I  have  been  engaged  continuously  in  teach- 
ing the  natural  sciences,  mathematics,  history,  and  English.     For  the 
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lost  two  years  1  have  taught  physics  and  chemistry  in  the  Battle  Cre^ 
high  school. 

In  regard  to  the  character  of  my  work,  the  enclosed  testimonials  will 
doubtless  be  uf  more  value  to  you  than  any  statements  I  might  make  in 
my  owD  behftlf. 

Should  you  desire  a  personal  interview,  I  shall  be  glad  to  present 
myself  at  such  time  and  pUci-  us  your  convenience  may  dictate. 
I  am  very  resptsilfully. 

Your  obedient  servant, 

James  S.  Rekd. 

LETTERS  OF  INTItODt'CTION. 

65.  A  letter  of  introduction  should  be  given  only  after 
the  fullest  consideration,  the  writer  having  due  regard  nut 
only  for  himself  and  the  person  introduced,  but  also  for  the 
interests  aiid  feelings  of  the  person  to  whom  the  letter  of 
introduction  is  addressed. 

A  business  letter  of  introduction  should  always  be  pre- 
sented by  the  bearer  in  person  ;  and  care  should  be  taken  to 
present  it  at  a  time  when  it  will  cause  least  inconvenience  to 
the  person  addressed. 

Letter  of  Introduction. 

Cincinnati,  O..  Oct.  H.  188a 
E,  B.  El.l.lOT.  Esq.. 

Montreal,  Can. 
Friend  Elliot : 

This  letter  will  be  handed  to  you  by  Mr.  lienry  Osborne, 
of  this  city,  who  visits  Canadji  for  tho  benefit  of  his  health,  and 
intends  also  to  liMik  after  some  business  interests  in  the  vicinity  of 
MoiitTu:il.  I  sineerelv  commend  him  to  your  consideration  and  trust 
Ih^it  viiu  will  make  his  stay,  while  in  your  city,  pleasant  as  well  as 


Mv  friend  Osbor 

no  is  w.rthi 

:  of  your  liiKhesl  rcjjard,  and  any  cour- 

sies.  business  ur  ^ 

iocial,  that  > 

■ou  may  show  him  will  be  greatly  appre- 

iteil  by 

Your  sincere  friend, 

Wii.i.i.vM  E.  SaI'-ford. 

i».  AiiHlysls.— This  is  a  well  cnnstnictfd  and  carefully 
led  klKr  of  introduction.  Mr.  Safford  is  a  lifelong 
id  uf  Mr,  Elliot.  They  had  Ixrt-n  associated  in  financial 
ipriscs,  and  thuir  families  had  mingled  in  the  most 
u:ac    social    iiUercourse.       Under  these    circumstances. 


§  22  LETTER  WRITING.  53 

Mr.  Safford  would  be  very  careful  in  introducing  a  third 
party  to  Mr.  Elliot.    The  letter  shows  his  care  in  this  respect. 

Usually  a  letter  of  introduction  written  from  one  business 
man  to  another  is  strictly  a  business  letter  and  carries  with 
it  no  social  obligations.  The  recipient  of  such  a  letter  will 
feci  bound  to  render  the  bearer  assistance  in  a  business  way, 
but  need  not  necessarily  extend  to  him  the  hospitality  of  his 
house  nor  introduce  him  to  friends  and  acquaintances.  The 
letter  under  consideration,  however,  may  be  regarded  as  a 
mixed  business  and  social  letter.  Mr.  Safford,  feeling  sure 
that  his  friend  Mr.  Osborne  will  prove  congenial  socially  to 
Mr.  Elliot  and  his  family,  does  not  hesitate  to  request  social 
as  well  as  business  courtesies  in  his  friend's  behalf. 

A  letter  of  introduction  should  always  be  brief,  because  it 
is  embarrassing  for  the  bearer  to  wait  while  a  long  letter  is 
being  read.  The  letter  before  us  fulfils  this  requirement  ; 
it  is  reasonably  short  yet  contains  all  essential  points. 

The  expression  of  esteem,  **  My  friend  Osborne  is  worthy 
of  your  highest  regard,  '*  is  well  chosen.  The  mere  fact  that 
Mr.  Safford  introduces  Mr.  Osborne  at  all  implies  that  the 
latter  is  a  person  worthy  of  regard.  While  it  is  appropriate 
to  make  a  modest  commendation  of  this  character,  it  would 
be  in  as  bad  taste  to  launch  into  extravagant  praise  in  a 
written  introduction  as  in  a  personal  introduction. 

The  rhetorical  construction  of  the  letter  exhibits  no  points 
that  require  special  comment.  The  three  sentences  in  the 
body  of  the  letter  are  somewhat  long,  but  they  are  perfectly 
clear.  The  first  two  sentences  properly  constitute  a  para- 
graph, being  closely  connected ;  and  the  last  sentence  is  given 
a  separate  paragraph. 

It  will  be  noted  that  the  last  sentence  is  completed  by 
the  complimentary  close,  **  Your  sincere  friend, "  which  is  the 
object  of  the  preposition  **by,"  the  last  word  of  the  body. 
While  this  form  is  much  used,  many  writers  object  to  it,  and 
prefer  to  complete  the  last  sentence  in  the  body  of  the  letter 
and  follow  it  with  the  usual  complimentary  close,  '*  Yours 
sincerely"  or  **  Yours  truly.** 

The  punctuation  of  the  letter  follows  established  usage. 


LETTER  WRITING. 


r 

^H  The  items  of  the  heading  and  address  are  separated  by 

^B  commas,  and  all  abbreviations  are  followed  by  periods.     The 

^H  salutation   is  properly  followed  by  a  colon.     The  relative 

^H  clause  "who  visits,  etc."  in  the  first  sentence,  and  the  phrase 

^^ft  "  while  in  your  city  "  in  the  second  sentence,  are  set  off  by 

^^M  commas.     In  the  last  sentence  the  comma  after  the  word 

^V  "regard"  separates  the  clauses  of  the  compound  sentence, 

^V  and  the  two  other  commas  set  olT  the  expression  "  business 

^H  or  social,"  which  is  out  of  its  natural  order.    All  the  sentences 

^H  are  followed  by  periods.     Observe  that  in  the  last  sentence 

^H  the  closing  period  is  that  following  the  siffnature, 

^B  All  proper  names  are  capitalized,  as  they  should  be,  and 

^1  each  sentence  begins  with  a  capital  letter. 
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LETTERS  OF  CONGRATULATION. 

G7.  Letters  of  congrat illation  are  those  tendering  felici- 
tations on  some  success  achieved  by  a  friend.  Trench.  "On 
the  Study  of  Words,"  declares:  "Wlien  1  '  congratukUc  '  a 
l>crson  (congratulalor)  I  declare  that  I  am  a  sharer  in  his 
joy,  that  what  has  rejoiced  him,  has  tvjoiced  also  me." 

The  style  of  a  letter  of  eon<fratuliition  should  be  hearty 
and  joyous.  There  should  be  no  hint  of  envy  or  jealousy, 
and  the  letter  should  contain  nothing  that  might  have  a 
tendency  to  dampen  the  joy  of  the  recipient.  Anything  dis- 
agreeable, and,  in  particular,  any  advice,  should  be  reserved 
for  another  letter. 

Usually  a  letter  uf  congratulation  is  brief,  sometimes 
merely  a  message  by  telegraph. 
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It  is  some  years  since  we  last  met ;  but  as  a  friend  of  the  long- past 
but  unforgotten  days  of  boyhood,  I  feel  certain  that  you  have  fully 
developed  all  those  fine  qualities  of  which  your  youth  gave  such 
abundant  promise,  and  have  proved  yourself  worthy  of  your  blood  and 
family  traditions  and,  above  all,  of  your  American  citizenship. 

May  your  administration  of  the  affairs  of  Memphis  be  all  that  its 
best  citizens,  irrespective  of  party,  can  desire ;  and  may  your  election 
as  chief  magistrate  of  that  respectable  city  be  the  stepping  stone  to 
higher  honors  and  to  broader  spheres  of  usefulness  in  your  state  and 
country. 

Your  friend  of  old  and  today, 

M.  Clancy. 

68.  Analysis. — The  foregoing  is  a  letter  of  congratula- 
tion containing  all  that  such  letters  should  express.  There 
is  no  undue  familiarity  in  the  opening  lines — there  is  nothing 
save  a  simple,  unostentatious  statement  of  fact.  The  second 
paragraph  refers  with  dignity,  delicacy,  and  tenderness  to 
the  friendship  of  boyhood  days  and  pays  tribute  to  qualities 
manifested  by  Mr.  Evans  even  in  those  early  days.  The 
third  and  closing  paragraph  extends,  in  fitting  language, 
hearty  good  wishes  to  the  newly  elected  Mayor. 

One  commendable  feature  of  this  letter  is  that  the  writer 
delicately  abstains  from  unduly  thrusting  himself  forward 
into  the  notice  of  his  friend.  He  does  not  begin  with  an 
/,  but  opens  with  the  modest  clause  **  Word  has  just  reached 
me."  It  is  always  in  better  taste  to  begin  a  letter,  or,  in 
fact,  a  sentence,  with  some  other  word  than  with  the  pro- 
noun /.  A  letter  too  freely  sprinkled  with  /*s  gives  the 
impression  that  the  writer  attaches  undue  importance  to  his 
thoughts  and  actions.  Of  course  there  are  cases  in  which 
the  /  may  properly  occur  quite  frequently,  as  for  exam- 
ple in  a  letter  of  application,  in  which  the  applicant  in  rela- 
ting his  education  and  experience  must  naturally  talk  about 
himself.  It  is  a  safe  rule,  however,  to  keep  this  word  / 
in  the  background  as  much  as  possible;  at  best,  it  will  appear 
often  enough. 

Another  feature  of  the  letter  is  the  evident  sincerity  of 
the  compliments  in  the  second  paragraph  and  the  good 
wishes  in  the  last  paragraph.     Two  things  to  be  avoided  in 
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letters   of    congratulation  are   compliments   that  savor  of 
flattery  and  extravagant  expressions  of  joy.     In  the  present 
letter  how  inappropriate  it  would  be  for  the  writer,  who  has  . 
not  met  Mr.  Evans  for  some  years,  to  make  use  of  such  | 
expressions  as  "I  was  overjoyed  at  your  success,"  or   "I  1 
was  pleased  beyond  measure,  etc.";  a^ain  how  inappropriate 
would  be  such  a  flattering  eulogy  as  the  following:   "  Your   I 
transcendent  genius  for  state    affairs,  your  unimpeachable 
integrity  and  unswerving  devotion  to  duty,  and  your  well 
known  executive  ability  combined   to  make  you  an   ideal 
candidate  for  the  high  office  to  which  you  have  been  elected. " 
Mr.  Evans  would  rightly  regard  such  an  expression  as  most  . 
offensive  flattery,  and  would  not  for  a  moment  regard  it  as 
sincere. 

"  It  is  to  be  observed  that  in  the  last  paragraph  the  writer  | 
does  not  stop  with  the  word  "honors."  Had  he  done  so, 
the  sentence  would  seem  to  convey  the  idea  that  the  honor  \ 
of  office  was  Mr.  Evans's  chief  motive  for  accepting  the  i 
Mayor's  chair.  By  adding  the  last  phrase  "  and  to  broader  | 
spheres  of  usefulness,  etc.,"  the  writer  delicately  implies  that  , 
Mr.  Evans's  prime  motive  is  to  be  of  service  to  his  city, 
state,  or  country. 

Besides  the  merits  of  modesty  and  sincerity,   the  letter 
exhibits  the  diguity  befitting  the  relation  of  the  writer  and 
recipient.     The  two  gentlemen  are  evidently  not  young,  and 
have  not  been  intimate  socially  for  some  years.    Under  these 
circumstances  any  attempt  at  familiarity  would  be  out  of  . 
place.     Under  other  circumstances,   of  course,   a  letter  of  | 
congratulation  may  be  familiar  and  brisk;  for  example,  a   i 
young  man  congratulating    a    college    chum    might    write; 
"  Well  done,  old  fellow!    Give  me  a  handshake  in  honor  of 
your  brilliant  success. "     As  in  all  other  letters  the  degree  of 
dignity  and  formality  is  regulated  by  the  relation  of  the  J 
parties. 

Turning  to  the  rhetorical  construction,  we  note  in  thefl 
first  place  that  the  diction  is  correct  and  dignified,  as  befits! 
the  subject  of  the  letter.  There  are  a  number  of  long.l 
words,as  "traditions,"  "citizenship,"  "administrator," 
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"magistrate,"  but  they  are  entirely  appropriate  in  the  places  in 
which  they  are  used,  and  are  those  that  any  writer  would 
naturally  employ  under  similar  circumstances.  The  diction 
is  marked  by  both  purity  and  propriety.  In  the  whole  letter 
there  is  not  a  word  of  questionable  character — not  one  tliat 
is  obsolete,  newly  coined,  provincial,  or  foreign.  Further, 
each  word  is  used  in  its  generally  understood  sense  and  con- 
veys the  meaning  intended.  An  instance  of  precision  in  dic- 
tion is  shown  in  the  word  "office"  in  the  first  sentence. 
Many  writers  would  incorrectly  write  "  position  of  Mayor  of 
Memphis."  In  general,  office  refers  to  employment  having 
connection  with  government.  Public  servants  hold  office: 
employes  of  private  concerns  hold  situations  or  positions. 

The  three  sentences  in  the  body  of  the  letter  fulfil  the 
primary  requisites  of  the  good  sentence;  viz.,  clearness  and 
correctness;  they  also  possess  unity  and  ease.  Observe  the 
clearness  and  smoothness  of  the  last  two  sentences,  despite 
their  considerable  length. 

The  letter,  containing,  as  it  does,  three  distinct  parts — 
the  announcement,  the  compliments,  and  the  good  wishes — 
is  naturally  divided  into  three  paragraphs,  each  containing 
a  single  sentence. 

In  the  arrangement  of  the  parts  of  the  letter  the  writer 
exercises  good  taste.  In  the  address,  the  name  is  properly 
preceded  by  the  title  "Honorable"  unabbreviated.  The 
abbreviation  "Hon."  would  perhaps  indicate  a  lack  of 
respect;  on  the  other  .hand,  it  would  be  altogether  too 
formal  in  a  letter  of  congratulation  to  write  the  address  as 
follows: 

To  the  Honorable 

Henry  Clay  Evans, 

Memphis,  Tenn. 

The  complimentary  close,  ' '  Your  friend  of  old  and  today, " 
is  happily  chosen,  and  is  appropriate  to  the  reference  in  the 
second  sentence  to  "the  long-past  but  iinforgotten  days  of 
boyhood." 

The  punctuation  of  the  heading,  address,  and  conclusion 
calls  for  no  comment.     The  first  sentence  requires  no  mark 
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except  the  period  at  the  end.  The  second  sentence  is  some- 
what long  and  is  made  up  of  phrases  and  clauses  that  demand 
separation.  The  first  short  clause  is  coordinate  with  the 
last  clause;  and  since  the  latter  is  further  subdivided  hy 
commas,  the  two  clauses  are  separated  by  the  semicolon  fol- 
lowing the  word  "  met."  The  comma  after  "boyliood  "  sets 
off  the  preceding  phrase,  which  is  out  of  its  natural  order; 
the  comma  after  "  promise  "  separates  the  two  parts  of  the 
compound  predicate,  and  those  after  "and"  and  "all"  set 
off  the  parenthetical  expression  "above  all."  In  the  last 
,  sentence  the  coordinate  clauses  are  separated  by  the  semi- 
colon after  "desire  ";  and  the  commas  in  the  first  clause  set 
off  the  parenthetical  expression  "irrespective  of  party," 
The  sentences  are  followed  by  periods,  though  some  writers 
might  prefer  an  exclamation  point  after  the  last  sentence. 

Little  need  be  said  regarding  the  use  of  capital  letters. 
All  the  proper  names  and  the  first  words  of  the  st-ntences 
begin  with  capital  letters,  as  they,  of  course,  should.  The 
word  "Mayor  "  being  an  official  title  is  begun  with  a  capital 
letter,  and  so  is  the  word  "  American,"  an  adjective  derived 
from  the  proper  name  America.  Observe  that  the  ward 
"dear"  in  the  salutation  docs  Jiot  begin  with  a  capital 
letter. 


fiO.  As  an  addition;il  example  we  give  a  less  formal 
letter  congratulating  a  frictid  on  his  appointment  to  a  uni- 
versity fellowship: 

1)1    V«    JXK. 


I,  June  13.  18fl9. 


I  luivc  just  llii^iiiinment  heard  of  y'nir  ai)pcniitmeiittotlie  coveted 
tll<nv,slii]..  Co.!,!  for  yon,  iiiy  li.>y;  1  LoiiKratulatc  you  with  all  my 
nail.  This  siifiLs-i.  1  am  f.Jiifidfnt.  is  only  tlic  first  i.f  many  that  art 
luaitinK  you.  Tlic  .'ii)|)r.iiniiii.'iit  is  ivoll  deserved,  and  is  a  fitting 
eqiicl  1.)  your  four  years  ..f  hard  and  faithful  ui.rk  in  the  university. 
t  will  };ive  you  an  escellent  <i]i|>oiiiniilv  tn  pursue  those  advanced 
tudie-i  that  you  so  lifhjjht  in. 
With  coutinued  guod  wislius,  1  :ini, 

EiiwvKii  Hoi.r.F,N. 
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LETTERS  OF  CONDOLENCE. 

70.  A  letter  of  condolence  is  one  written  to  a  friend  that 
has  suflFered  some  loss  or  bereavement.  Such  a  letter  is  one 
of  the  most  difficult  of  all  to  write.  It  requires  good  taste 
and  sympathetic  feeling.  In  offering  condolence,  carefully 
avoid  recalling  to  the  sufferer  the  details  of  the  case,  and  do 
not  attempt  to  argue  on  the  subject.  Reasons  that  should 
appeal  to  the  head  cannot  affect  the  heart.  Of  course,  never 
insinuate  that  your  friend  is  in  the  least  directly  or  indirectly 
to  blame;  What  is  most  needed  at  such  a  time  is  sympathy. 
Endeavor  to  show  your  friend,  as  much  as  is  possible  in 
words,  that  you  are  ready  and  anxious  to  share  his  grief; 
your  sympathetic  feeling  will  thus  lessen  the  sorrow. 

Letter  of  Condolence. 

Pittsburg,  Pa..  Jan.  13,  1893. 
My  dear  Charles, 

Your  letter  of  the  11th  conveying  the  sad  tidings  of  your  father's 

death  reached  me  this  morning.     I  hasten,  my  dear  friend,  to  tender 

you  my  heartfelt  sympathy  in  your  sorrow.     As  you  well  know,  your 

father  and  I  were  in  early  life  close  associates.     It  was  during  this 

period  of  intimacy  that  I  came  to  realize  the  gentleness  and  kindness 

of  his  nature,  and  learned  to  love  and  esteem  him.      I  can  assure 

you,  Charles,  that  his  death  is  to  me  personally  a  source  of  sincere 

sorrow. 

Your  relations  with  your  father  were,  I  know,  most  cordial  and 
affectionate.  To  you  he  was  a  devoted  father;  and  you  in  return  have 
been  a  faithful  and  dutiful  son.  The  recollection  that  you  have  ever 
been  to  him  a  source  of  pride  and  joy  must  at  the  present  sad  moment 
be  a  consolation  to  you. 

With  deepest  regard,  I  am,  dear  Charles, 

Your  sincere  friend, 

Alfred  Webber. 

71.  Analysis. — This  letter  is  written  to  a  son  upon  the 
death  of  his  father  by  a  personal  friend  of  both  father  and 
son.  It  fulfils  quite  well  the  requisites  of  the  ideal  letter 
of  condolence. 

In  the  first  place,  the  letter  gives  the  impression  of  sincere 
grief  and  fellow  suffering  on  the  part  of  the  writer.  The 
son  to  whom  it  is  written  must  feel  that  his  sorrow  is  shared 
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by  his  father's  old  friend.  Such  a  letter  is  always  grateful 
tu  ihe  sorrowing'  recipient.  The  reference  to  the  early  inli- 
niHcy  of  the  writer  with  the  departed,  and  the  mention  of 
the  good  qualities  of  the  latter  are  appropriate.  It  is  a 
source  of  consolation  to  know  that  the  \'irtues  of  one  who  is 
gone  are  recognized  and  appreciated.  Another  commend- 
able feature  of  the  letter  is  the  reference  to  the  affectionate 
relation  of  the  father  and  son,  and  the  assurance  to  the  son 
that  he  has  been  a  pride  and  a  joy  to  his  father.  Such  an 
assurance,  provided,  of  course,  it  be  true,  must  be  a  source 
of  consolation. 

It  is  to  be  noted  that  the  writer  docs  not  try  to  persuade 
his  friend  that  the  event  is  all  for  the  best  and  that  be  should 
not  on  that  account  feel  any  grief.  Nothing  is  more  out  of 
place  in  a  letter  of  condolence  than  an  attempt  to  submit  the 
matter  to  the  cokl  logic  of  argument.  Never  try  to  convince 
a  mourning  and  grief-stricken  friend  that  it  is  his  duty  to 
submit  cheerfully  to  his  lot. 

The  letter,  as  a  letter  of  condolence  should  be,  is  brief. 
All  that  such  a  letter  should  ever  contain  is  a  sincere 
expression  of  sympathy,  sometimes  a  reference  to  the  merits 
of  the  deceased,  and  perhaps  a  reference  to  tlic  Divine  Com- 
forter. It  need  scarcely  he  said  that  a  letter  of  condolence 
shmild  contain  no  mention  of  affairs  not  connected  with  the 
event  that  calls  it  forth. 

In  structure,  the  letter  of  condolence  does  not  differ 
essentially  from  other  letters,  except  that  the  introducti<>n 
never  contains  the  formal  address,  but  consists  simply  of  the 
sahitation,  as  "Dear  Charles"  or  "Dear  Friend."  Even 
the  sahitation  is  often  omitted. 

In  the  letter  under  consideration,  the  .sentences  are  as  a 
rule  (juilc  short,  A  c.aTcfnl  analysis  will  show  that  they  are 
•^raTi.iiKLticallyfonvut  and  clear. '  The  body  of  the  letter  is 
divided  into  two  paragrajjli s.  The  leading  idea  of  the 
second  i)ara;,'raph— the  tlcvoti'in  of  the  son  to  the  father — is 
of  sufficient  importance  to  Jiistify  a  new  paragraph. 

The  fiuuiions  of  the  various  marks  of  punctuation  the 
student  will  readily  discover   bv    reference   to  Punctuulioii 
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and  Capitalization,     There  is  nothing  in  connection  with 
the  use  of  capital  letters  that  demands  special  attention. 

752.,  In  addition  to  the  letter  just  analyzed,  we  give  the 
following  touching  and  beautiful  letter  of  condolence  written 
by  Thomas  Gray  to  Mr.  Mason.  It  is  worthy  of  the  student's 
most  careful  perusal.  Other  letters  of  condolence  will  be 
given  in  another  section  among  the  model  letters. 

March  28,  1767. 

I  break  in  upon  you  at  a  moment  when  we  least  of  all  are  permitted 
to  disturb  our  friends  only  to  say  that  you  are  daily  and  hourly  present 
to  my  thoughts.  If  the  worst  is  not  yet  past  you  will  neglect  and 
pardon  me;  but  if  the  last  struggle  be  over;  if  the  poor  object  of  your 
long  anxieties  be  no  longer  sensible  to  your  kindness  or  to  her  own 
sufferings,  allow  me  (at  least  in  idea,  for  what  could  I  do,  were  I 
present,  more  than  this  ?)  to  sit  by  you  in  silence,  and  pity  from  my 
heart,  not  her  who  is  at  rest,  but  you  who  lose  her.  May  He  who 
made  us,  the  Master  of  our  pleasures  and  of  our  pains,  preserve  and 
support  you !     Adieu. 

LETTERS  OF  DESCRIPTION. 

73.  In  a  letter  of  description  the  writer  strives  to  give 
by  means  of  words  a  picture  of  the  object  or  objects  he  is 
describing.     A  description  is  a  word  picture. 

Letter  of  Description. 

Washington,  D.  C,  March  9,  *99. 
Dear  Clara, 

You  asked  me  in  your  last  letter  to  tell  you  about  the  White 

House  and  its  occupants.     I  am  going,  therefore,  to  reserve  all  other 

things  for  a  later  epistle  and  devote  this  entire  letter  to  a  description 

of  one  interesting  comer  of  our  Presidential  mansion. 

It  may  be  news  to  you  that  the  Presidential  apartment  in  the  White 
House  is  practically  nothing  more  nor  less  than  a  seven-room  flat,  tucked 
away  in  a  corner  of  the  massive  structure  like  a  cosy  comer  in  a  Turkish 
bazaar,  and  insuring  to  President  and  Mrs.  McKinley  all  the  privacy 
and  comfort  of  an  unpretentious  New  York  flat.  Tourists  may  prowl 
about  the  corridors  and  office  seekers  may  howl  outside  the  doors,  but 
no  man  or  woman  may  penetrate  these  sacred  precincts  without  show- 
ing exceptionally  good  cause. 

The  Presidential  flat  is  on  the  second  floor  of  the  White  House,  and 
in  the  right  wing  over  the  East  Room.     It  consists  of  the  President's 
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study;  his  bedroom;   a  library;    a  guest  room,  usually  occupied  by 

visiting  relatives;  Mrs.  McKtnley's  bedroom;  a  kitchen;  and  a.  vr'ule 
private  corridor,  which  is  a  favorite  lounging  place  for  the  family  and 
their  guests.  This  curridor  i;;  the  most  pretentious  feature  of  the  apart- 
raenL  It  is  carpeted  with  thick  velvet  carpets,  its  walls  are  covered 
with  historic  paintings,  and  its  many  chairs  and  divans  are  luxuriously 
inviting.  Potted  palms  hll  the  windows  and  frcsh^uL  flowers  are 
placed  every  day  on  the  desk  and  the  tablus. 

With  the  exception  of  tlie  library,  the  rooms  are  very  simple. 
Nothing  could  be  leas  ornate  than  the  President's  study,  in  which 
family  portraits  stare  unsmiliugly  at  stilf^backed  chairs  raoged  in  an 
uncompromisiug  circle  around  the  wall.  But  the  atmosphere  is  bright- 
ened by  Mrs,  McKinley's  gentle  presence.-  Here  she  likes  to  sew  while 
the  President  writes  or  thinks  out  some  knotty  problem,  sitting  in  his 
favorite  attitude  at  his  desk,  his  feet  digging  into  a  worn  ottoman,  his 
head  thrown  back  against  his  chair,  and  his  hands  drumming  rest- 
leasly  on  the  polished  mahogany. 

The  President's  bedroom  is  equally  simple, 
floor,  but  the  walls  are  almost  bare  of  ornament  a: 
chairs  are  grimly  unyielding.  One  modern  inno 
Turkish  divan,  on  which  the  President  has  nev 
weary  length,  but  which  he  hopes  to  try  some 
divan  will  not  seem  so  subtle  an  irony. 

The  guest  chamber,  or  as  it  is  known  among  vis 
bedroom,"  is  one  to  inspire  awe  in  the  bravest  heart, 
in  which  its  two  small  brass  bedsteads,  standing  side  by  side,  look  like 
white  oases  in  a  green  desert,  A  table  with  a  reading  lamp  stands 
stiffly  in  the  center  of  the  room  and  several  chairs  lend  variety  to  the 
scene.  A  fat  pincushion  and  a  photograph  of  Mrs.  McKinley  occupy 
the  dressing  table  and  are  the  only  ornaments  the  place  affords. 

Mrs.  McKinley's  bedroom  is  a  bright,  glad  contrast  to  this.  She  has 
carried  out  her  own  ideas  in  its  decoration,  witli  the  result  that  the 
room  is  the  prettiest  and  most  cheerful  in  the  White  House.  In  con- 
"iideration  of  her  delicate  health,  the  President's  wife  is  never  alone. 
Some  one  is  near  her  night  and  day  and  the  pleasant  bedroom  is  the 
scene  of  some  of  the  jolliest  gatherings  in  the  Executive  Maosioo. 

In  the  library  of  this  White  House  flat  Mrs,  McKinley  receives  her 
friends,  reads  her  favorite  books,  and  does  her  fancy  work.  To  this 
room  the  President  comes  for  repose  and  rest  when  the  army  scandal 
and  the  Philippine  situation  have  goaded  him  to  frenzy.  When 
occasion  permits,  the  family  meals  are  served  m  the  librarj-,  which 
readily  lends  itself  to  that  innovation.  This  pleases  Mrs.  McKinley; 
and  the  President,  too,  is  glad  to  dine  quietly  with  his  family  when  it 

possible.     Even  under  the  best  cimdilions  it  is  not  often  practicable, 
for  this  servant  of  the  people  is  relentlessly  pursued  during  these  trying 
by  public  demands  that  interfere  with  a  quiet  li 
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Nevertheless,  his  little  home  is  there,  and  he  is  monarch  of  it.  Like 
the  tenants  of  other  American  flats,  he  meets  strangers  in  the  halls 
and  on  the  stairs,  and  these  strangers  are  of  an  unusually  obtrusive 
and  persistent  type.  But  he  has  his  little  flat  to  fly  to,  and  only  the 
most  hardened  office  seeker  upon  seeing  him  hurrying  to  it  at  the  close 
of  the  day  would  venture  to  turn  him  aside  from  this  haven  of  rest 
and  peace. 

There,  Clara,  you  now  have  an  idea  of  one  little  piece  of  the  White 

House.     In  a  later  letter  I  may  describe  to  you  some  other  features  of 

this  famous  mansion. 

Affectionately  yours, 

Amelia  Aiken. 


74.  AnaljTsls. — This  interesting"  and  neatly  written 
epistle  is  a  model  letter  of  description.  It  is  a  letter  from 
one  lady  to  another,  conveying  just  the  kind  of  information 
womankind  like  to  receive. 

The  opening"  paragraph  is  an  introduction  stating  the 
writer's  intention  to  give  a  description  of  a  portion  of  the 
Presidential  mansion.  That  such  an  introduction  is  essential 
in  a  letter  is  obvious.  Should  the  letter  begin  with  the 
second  paragraph,  the  reader  would  for  a  moment  wonder 
what  called  up  the  subject  of  the  White  House.  Such  an 
opening  would  be  painfully  abrupt.  As  it  is,  the  introduc- 
tory paragraph  leads  naturally  to  the  description  and  pre- 
pares the  reader's  mind  for  it. 

In  the  second  paragraph,  the  writer  introduces  the  Presi- 
dential flat  as  the  subject  of  the  description.  The  few  words 
of  this  paragraph  give  the  reader  a  vivid  idea  of  the  privacy 
and  coziness  of  the  apartment.  Note  the  life  in  the  first 
sentence ;  how  much  more  expressive  the  statement  *'  is  noth- 
ing more  nor  less  than  a  seven-room  flat,"  etc.,  than  one  like 
this:  **The  Presidential  apartment  is  a  suite  of  seven  rooms 
situated  in  one  corner  of  the  White  House. " 

The  third  paragraph  enumerates  the  seven  rooms  and 
gives  a  description  of  the  corridor.  The  following  para- 
graphs are  devoted  to  descriptions  of  the  other  rooms  of 
interest. 

One  of  the  requirements  of  a  good  description  is  that  it 
should  begin  with  some  kind  of  a  comprehensive  statement 
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or  plan  to  serve  as  a  sort  of  background  for  the  details  that 
are  to  follow.  In  this  letter,  this  requisite  is  furnished  in 
the  second  paragraph  and  first  part  of  the  third  paragraph. 
Having,  iii  her  raind,  located  this  flat  in  one  comer  of  the 
White  House,  the  reader  is  able  to  form  an  idea  of  the  rela- 
tion of  each  of  the  rooms  to  the  suite  as  a  whole,  and  is 
prepared  for  a  description  of  the  individual  rooms. 

The  description  is  rendered  interesting  and  vivid  by  the 
omission  of  petty  details.  Take,  for  example,  the  President's 
study.  The  clause  "family  portraits  stare  unsmilingly  at 
stiff-backed  chairs  ranged  in  an  uncompromising  circle 
around  the  wall"  gives  the  reader  a  mental  picture  of  the 
room  that  she  would  not  obtain  from  such  details  as  the 
location  of  doors,  the  position  of  the  room  relative  to  the 
corridor  or  other  rooms,  the  size  of  the  room,  etc.  Like- 
wise, note  the  expressiveness  of  the  sentence,  "  It  is  a  vast 
room  in  which  its  two  small  brass  bedsteads,  standing  side 
by  side,  look  like  white  oases  in  a  green  desert."  This  one 
sentence  gives  a  better  mental  picture  of  the  ri:K>m  than 
would  a  page  of  minute  detail.  The  use  o£  figures  of  speech 
is  sometimes  very  effective  in  description.  Thus,  in  the  sen- 
tence just  quoted,  the  simile  "like  white  oases  in  a  green 
desert"  adds  greatly  to  the  effect 

The  sentences  are  pleasing  in  their  variety  and  ease. 
Some  are  short,  plain  statements,  while  others  are  long  and 
well  supplied  with  modifying  phrases.  Nearly  all  are  loose 
sentences,  the  loose  form  being  especially  suited  to  descrip- 
tion and  narrative.  By  way  of  variety,  however,  several  of 
the  short  sentences  are  periodic;  as,  "With  the  exception  of 
the  library,  the  rooms  are  simple,"  and  "  In  consideration  of 
her  delicate  health,  the  President's  wife  is  never  alone."  It 
is  readily  seen  that  these  sentences  are  more  forcible  than  if 
arranged  in  the  loose  form. 

The  paragraphing  of  the  letter  follows  the  laws  of  unity 
and  continuity.  Each  paragraph  is  dominated  by  a  leading 
idea.  After  the  real  description  is  begun,  the  description  of 
each  room  is  given  a  separate  paragraph;  first  we  have  the 
itudy,  then  the  President's  bedroom,  then  the  guest  chamber,. 
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and  so  on.  The  continuity  between  the  sentences  of  each 
paragraph  is  well  preserved ;  nowhere  will  the  reader 
feel  a  sense  of  abruptness.  Between  the  separate  para- 
graphs the  continuity  is  sufficiently  well  established  by  the 
rather  close  connection  between  the  subjects  of  the  para- 
^aphs. 

It  will  be  observed  that  the  last  paragraph  is  a  sort  of  con- 
clusion inserted  to  avoid  the  abruptness  that  would  be  felt 
if  the  letter  closed  with  the  description.  In  this  respect  the 
function  of  this  paragraph  is  the  same  as  that  of  the  intro- 
ductory paragraph. 

The  arrangement  of  the  parts  of  the  letter  demands  no 
comment.  The  punctuation  is  in  accordance  with  good 
usage.  The  student  is  advised  to  go  carefully  through  the 
letter  and  determine  for  himself  the  office  of  each  period, 
comma,  semicolon,  etc. ;  this  he  should  do  in  connection 
with  the  paper  entitled,  Punctuation  and  Capitalisation.  At 
the  same  time  he  should  discover  the  reason  for  each  capital 
letter  employed. 


LETTERS  OF  X, 

75.  Narration  is  a  statement  of  a  succession  of  events  in 
the  order  of   time.      A  large   part  of  the  literature  of  the 

,  world  maybe  classed  under  "Narration";  thus,  history,  an 
account  of  the  events  in  the  life  of  a  nation;  biography^  an 
account  of  the  events  of  an  individual  life;  travels, 
an  account  of  the  experiences  of  a  person  in  foreign  coun- 
tries; ncivs,  an  account  of  the  daily  happenings  all  over  the 
world;  and  final Ijij/fc/icw,  which  may  be  called  fictitious  biog- 
raphy—all these  are  examples  of  narrative  composition. 

A  narrative  letter  is  one  in  which  the  prominent  feature  is 
a  narration  of  some  train  of  events,  such  as  the  particulars 
of  a  visit  or  the  details  of  some  incident  in  which  the  writer 
has  played  a  part.  The  letters  of  travel  that  frequently 
appear  in  periodicals  are  chiefly  narrative. 

76.  The   following  are    the    leading   principles  to  be 
^obaerved  in  writing  narrative  letters; 


i 
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Elizabeth  Carter  to  Miss  Catherine  Talbot.     The  student  J 

will  observe  how,  in  the  order  of  their  occurrence,  the  suo-  1 
cessive  events  are  related;  he  will  also  observe  the  unity 
<i£  the  narration;  the  story  is  told  to  the  end  mthout  inter- 
ruption, and  no  irrelevant  topics  are  introduced. 

London.  August  fl,  1768. 
*  *  "  I  set  out  on  tny  city  expedition  this  morning  where  I  met  an 
adventure,  which,  I  believe,  you  will  think  more  (orrnidable  than  all 
the  terrors  of  the  Richmond  road,  I  was  to  call  on  a  person  ia  m^ 
way,  to  accompany  me  to  the  South  Sea  House;  and  my  nearest  route 
was  through  Newgate.  Oa  going  up  Snow  Hill  I  observed  a  pretty 
mauy  people  assembled,  but  did  not  much  regard  them,  till,  as  I 
advanced,  I  found  the  crowd  thicken,  aud  by  the  time  I  was  got  into 
the  midst  of  them  I  heard  the  dreadful  loll  of  St.  Sepulchre's  bell  and 
found  1  was  attending  an  execution.  As  I  do  not  very  well  understand 
the  geography  of  Newgate,  1  thought  if  I  could  push  through  the  pos- 
tern I  shoidd  find  the  coast  clear  on  the  other  side,  but  to  my  ulter 
dismay  I  found  myself  in  a  still  greater  mob  than  before,  and  very 
little  able  tn  make  my  way  through  them.  Only  think  of  me  in  the 
midst  of  sifch  heat  and  suffocation,  with  the  danger  of  having  my  arms 
broke,  to  say  nothing  of  the  company  by  which  1  was  surrounded,  with 
near  100/.  in  my  pocket.  In  this  exigency  I  applied  to  one  of  the  crowd 
for  asststance,  and  while  lie  was  hesitating;,  another  man.  who  saw  my 
difficulty,  very  good-naturedly  said  to  me:  "Come,  madam,  1  will  do  . 
my  best  to  get  you  along."  To  this  volunteer  in  my  service,  who  waa  J 
tolerably  creditable  and  clean,  considering  the  corps  to  which  be 
belonged,  1  most  cordially  gave  my  hand;  and  without  any  swearing, 
or  brawling,  or  bustle  whatever,  by  mere  gentle  persevering  dexterity, 
he  conducted  me,  1  thank  God,  very  safely  through.  Vou  will  imagine 
that  I  expressed  a  sufficient  degree  of  gratitude  to  niy  conductor,  wliich 
I  did  in  the  best  language  I  could  find;  •  •  • 
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MODEL  LETTERS. 


BUSINESS  liETTERS. 

1,  Prefatory  Remark. — The  model  letters  presented 
in  the  following  pages  are  such  as  are  likely  to  be  required 
in  the  exigencies  of  ordinary  business.  There  are,  of  course, 
many  other  letters  that  may  be  demanded  by  exceptional 
circumstances,  but  it  is  manifestly  impossible  to  include  in  a 
limited  space  a  model  of  every  possible  variety  of  business 
letter.  A  careful  study  of  the  model  letters  we  have  chosen 
should,  however,  prepare  the  student  to  write  any  business 
letter  that  may  be  required,  in  a  businesslike  manner. 


LETTERS  CONTAINING  ENCLOSURES. 

3.  Under  this  heading  we  class  letters  containing  remit- 
tances, as  checks,  drafts,  etc.  The  letters  should  state  what 
the  enclosure  is,  the  amount  of  the  remittance,  and  the  pur- 
pose to  which  the  remittance  is  to  be  applied. 

Various  means  are  employed  in  making  remittances. 
A  bank  draft,  either  New  York  or  Chicago  exchange,  may  be 
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purchased  of  any  local  bank  at  small  cost,  and  furnishes  a 
safe  and  convenient  means  of  remittance.  Many  business 
firms  remit  to  tiieir  correspondents  by  bank  checks.  In 
some  cities,  however,  notably  in  New  York  City,  the  banks 
charge  for  collection  of  cliecks,  and  remittance  by  this 
means  is  discouraged.  A  draft  or  glieck  should  always  be 
made  "  to  order, "  so  that  no  one  except  the  payee  can  collect 
it  If  made  payable  to  bearer,  it  may  be  collected  by  any 
person  into  whose  possession  it  may  fall. 

As  a  rule,  banks  do  not  care  to  issue  drafts  for  small 
amounts;  small  remittances  are  therefore  frequently  made 
by  post-office  or  express  money  order. 

Currency  or  coin  should  never  be  enclosed  in  a  letter  for 
transmission  through  the  mails. 

Akkon,  Oirio.  April  «.  IS90. 
Mechanic  Arts  Ha(;a/tnf,. 

Scran  Ion,  Pa. 
Enclosinl  you  will  find  an  express  money  order  for  One  Dollar 
(fl.OO)  in  payment  of  one  year's  subscriptiiio  to   '•  The  Mecbaoic  Arts 
Magazine,"  beginning  with  the  May  number. 

Yours  respectfully, 

M.   JON^S. 

Des  Moines,  1a.,  June  4.  1897. 


Enclosed  you  will  find  a  Chicaco  draft  for  Tliree  Hundred 
FiKlity-tw"  aiiri  ,'„■„  Dollars  ($3H3.6i).  jiayablo  to  your  order,  to  balance 
our  uL'cuunt  to  diLtc,     Kindly  send  us  ar<.-cei|it. 

Yours  truly. 

Al.liKKT    CUNfMINClS   &    Co. 

Per  S.  H.  W. 


l.KITKHS  ACKNOWI-KIKJIXG  IIECEIIT  OF  MONEY. 

',i.  Tlic  receipt  for  a  remittance  should  be  returned  to 
the  scTulur  without  delay,  so  tbat  he  may  know  that  the 
remittance  was  received.  The  receipt  may  be  included  in 
tile  boily  of  tlic  letter  or  it  may  be  a  formal  receipt  enclosed 
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with  the  letter.     It  should  state  the  amount  of  the  remit- 
tance. 

Detroit,  Mich.,  June  21,  1896. 

Mr.  Edward  S.  Barry, 

Allegan,  Mich. 

Dear  Sir  : 

We  beg  to  acknowledge  with  thanks  your  favor  of  the  19th  inst.. 
enclosing  One  Hundred  Thirty-two  Dollars  ($132). 

Yours  respectfully, 

Farrand,  Williams  &  Co. 


LETTERS   OF  BUSINESS  SOLTOITATIOX. 

4.  In  a  letter  soliciting  custom  or  business  favors  of  any 
kind,  the  writer  should  be  careful  to  make  his  statements 
precise  and  candid  and  without  exaggeration. 

Letters  Soliciting  Advertising. 

advertising  department 

THE   CURTIS   PUBLISHING   COMPANY 

TAe  Ladies'  Home  Journal  The  Saturday  Evening  Post 

AODRkSS  AL.L.  ^uff  A  r^iri  duia 

COMMUNICATIONS  l-HILAUfcLPHlA 

department  May  29,  1899. 

Michigan  College  of  Mines, 

Houghton,  Mich. 

We  enclose  a  specimen  page  from  the  July  number  of  **The 
Ladies'  Home  Journal "  to  give  you  an  idea  of  the  different  sizes  and 
display  of  Educational  advertisements.  The  August  number  will  go 
to  press  June  15th,  and  the  edition  will  exceed  eight  hundred  thousand 
copies.  These  will  be  distributed  among  the  best  homes  of  America 
at  just  the  time  when  the  selection  of  a  School  or  College  is  under 
consideration. 

If  you  will  send  us  your  announcement  at  once,  we  shall  be  happy 
to  give  you  the  lowest  cost  of  insertion,  and  to  set  it  in  type  for 
approval,  if  desired. 

Very  truly  yours, 

The  Curtis  Publishing  Company. 
Advertising  Department 
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PIERCE   UNDERWOOD   CO. 
Telephone  Main-MS 
69  Deabbokn  Street 

Chicago,  Jan.  16.  1899. 

1.   CoRRESrONDENCE   SctiOOLS, 

Scranton,  Pa. 
Geitltemen  : 

We  respectfully  invite  your  attention  to  a  few  facts  in  con- 
nection with  an  important  item  of  your  annual  expense  accounl. 
with  a  view  of  suggesting  how  that  expense  may  accomplish  a  greater 
result  tiian  hitherto,  or  as  great  a  result  at  less  cost.  We  think  our 
interest  in  the  matter  is  in  a  great  degree  mutual  with  yours,  in  that 
you  present  an  article  of  special  value  and  genera]  desirability,  while 
we  represent  a  medium  of  communication,  through  the  "Young  People's 
Weekly."  with  230,000  of  the  most  prosperous  American  homes,  embra- 
cing very  nearly  1. 000,000  readers,  where  the  paper  ts  read,  discussed, 
and  passed  from  hand  to  hand  with  the  same  attention  as  a  monthly 
magazine,  not  simply  scanned  and  cast  aside  like  the  ordinary  news- 
Its  advertising  space  is  limited  to  a  few  columns,  rigidly  excluding 
patent  medicines  and  everything  of  an  undesirable  nature,  the  object 
biing  to  make  this  pfirtion  of  our  paper  as  wholesome,  attractive,  and 
reliable  as  its  purely  literary  department. 

As  a  proof  of  the  general  interest  of  the  reading  public  in  our  paper, 
we  cite  the  fact  that  ninety  per  cent,  of  Ihe  subscriptions  come  from  the 
.itult  members  of  the  thousaadsof  families  in  whose  homes  the  "Young 
People's  Weekly  "  is  the  most  eagerly  awaited  regular  visitor. 

The  volume  of  the  circulation  claimed  for  the  paper  we  are  prepared 
to  substantiate  at  any  time  to  the  satisfaction  of  any  of  our  patrons. 
As  to  the  character  of  that  circulation,  the  literary  columns  of  the 
paper  itself  afford  the  best  evidence. 

After  Feb.  1st.  we  propose  to  extend  our  advertising  space  to  a 
limited  extent,  admitting  thereto  only  such  advertisements  as  will  con- 
sort with  the  general  character  of  our  paper  and  the  character  of  its 
readers,  thereby  enhancing  its  value  alike  to  its  readers  and  our  adver- 
tising patrons. 

We  invite  your  careful  inspection  of  our  special  illuminated  cover 
design  of  our  forthcoming  Easter  etlition  to  be  issued  April  2d,  together 
with  accompanying  details  as  to  circulation,  rates,  etc. 

Believing  that  the  appearance  of  your  advertisement  in  this  spena] 
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edition  would  be  ti 
your  patronage,  w 
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our  mutual  advantage  and  lead  t( 
:  solicit  an  early  ad  vice  of  your  favor. 
Very  truly  yours, 

PlEHCK  Unmhwood  Co. 
Per  Pierce  Underwood, 
Fres.  &  Treaa. 


DrNNING   LETTEIW. 

5.  Dunning  letters  should  be  characterized  by  modera- 
tion, fairness,  and  firmness.  The  style  of  the  letter  should 
depend  on  the  circumstances  of  the  case.  If  the  party  owing 
the  money  is  known  to  be  reliable  but  a  little  slow  in  remit- 
ting, the  letter  should  be  so  worded  as  to  imply  that  payment 
is  merely  a  favor.  On  the  other  hand,  if  a  debt  is  long  past 
due  and  the  debtor  seems  inclined  to  evade  payment  alto- 
gether, the  letter  may  be  quite  peremptory  and  may  contain 
a  threat  of  appeal  to  the  law.  Such  a  letter  may  induce  |>ay- 
ment  where  a  friendly  letter  would  have  no  effect.  The  fol- 
lowing are  models  of  dunning  letters  suitable  for  vaiious 
circumstances  ; 


Phil 


,,  April  18,  1 


Ai.FkEU  Irwin  &  Co.. 

Pittsburg,  Pa. 
Uear  Sirt  ; 

In  the  statement  enclosed  herewith  are  repented  the  figures 
of  accounts  previously  rendered,  and  there  appears  a  biilance  of 
S342.6fi.  of  which  we  should,  as  we  think,  naturally  have  received 
settlement  lai^t  mouth.  It  will  be  a  fa.vor  to  us  if  we  may  have  your 
remittance  by  return  mail,  and  all  the  more  if  it  may  t>e  in  Philadel- 
phia funds. 

Very  truly  yours. 

O.  A.  Johnstone  &  Co. 

PiTTsBUKO,  May  3,  1887. 

:of  youraccount  some  time  ago. 
:  conceive  it  possible  thnt  you 


Mk.  James  BnniNE, 

Altoona,  Pa. 

Dear  Sir : — We  sent  y..-  ,.  ^.....^.. 
As  we  have  heard  nothing  from  you 
have  overlooked  liie  mutter. 

A  prompt  remittance  will  be  appreci. 


espoclfully. 

MlLLEK   &    FOBERO. 


i 
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Nf.w  York,  Oct.  7,  1884. 
Mn.  JnHN  W.  SaMDEU;, 

New  Orange,  N.  J. 
Dear  Sir: 

Wc  eni^lose  a.  statement  of  your  account  now  long  past  due 
In  view  of  your  difficulties  we  wish  tu  make  payment  or  easy  as  possi- 
ble, and  will  beplcBSCil  tuiiccept  smull  instuUmentaat  regular iutervnls. 
Let  us,  however,  hear  from  you  at  once. 

Yonrs  truly. 

M.  S.  Di-FFV  &  Co, 

Sr,  Linns,  July  12.  IWB. 
Mk,  F.  S.  True. 

Ottumwa,  la. 
Dear  Sir: 

We  have  repeatedly  written  you  regarding  the  paymeiit  of  yonr 
nceount  but  have  received  no  acbiiowledgineiil  of  our  letters. 

While  we  wish  to  give  you  every  opportunity  for  payment,  we  must 

insist  on  an  answer  to  this  letter  within  ten  days.     If  we  do  not  liciir 

frum  you  within  that  time,  we  shall  be  compelled,  reluctuantly,  to  give 

tlie  account  to  our  Attorneys  for  collection. 

The  amount  Is  VH.'M. 

Yours  truly. 

SlNVLAlK    &    Bi 
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I.KTTi:i{s  OV  CKXSIHE. 

a.  A  letter  nf  cL-tisiife  is  ;iii  espi-ession  of  disapproval  or 
blame  I'or  adequate  eausc  that  is  ealled  fur  in  certain  regret- 
table cireumstanei-'s.  Such  a  letter,  wliile  eharacterized  by 
firmness,  sliniild  !»_■  also  marked  by  fairness,  eulmness,  and 
ilii,'nity. 

lL\KJJ-uKi.,  Conn.,  Oct.  l:!,  IWilT. 

n.-.ir  S/r  : 

Inuist  rchittantlycall  your. tttcntion  to  a  decided  fallinj;  off  in  the 
business  ill  \\\mh  vmi'arc  ri'|iri'sciitinjr  nic  in  the  West.  Your  recent 
rcp.rts  shnw  ihat  llic  r.c<-i])ts  fn.m  rciU-cslate  sales  have  diminished 
miiterialh-  i.s  u.miKUV.I  wjih  lasl  vcar,  -..n.i  ihat  the  receipts  from  rents 
are  not  what  lliey  sli.uil'l  W.  While'  tlurf  may  1>e  some  valid  cause 
for  this  state  uf  altiiirs,  I  fearllial  it  may  In;  ascril>ed  to  a  lack  of  energy 
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and  interest  on  your  part,  the  more  so  as  all  conditions  seem  to  be 
favorable  for  a  largely  increased  business  in  real  estate. 

1  do  not  wish  to  do  you  an  injustice,  and  am  inclined  to  g^ve  you 
every  chance  to  get  the  business  back  to  its  original  prosperous  condi- 
tion. If,  however,  there  is  no  change  for  the  better,  I  fear  that  I  shall 
be  unable  to  continue  you  in  your  present  position. 

Yours  truly, 

S.  S.  Noble. 


LETTERS  REQUESTING  SPECIAL  FAVORS. 

7,  Under  this  head  may  be  included  letters  asking  for 

an  extension  of  time  on  an  account,  letters  asking  for  a 

remittance  not  yet  due,  etc.     An  imusual  request  of  this 

kind  should  be  presented  with  special  care.     It  is  better  to 

make  the  request  at  the  outset  and  give  the  explanation  for 

it  afterwards. 

Frankfort,  Ky.,  Jan.  5,  1898. 
Elwell,  Carton. &  Co., 

Cincinnati,  Ohio. 
Gentiemen  .• 

May  we  request  you  to  accept  one-half  of  our  account  at  matu- 
rity, the  20th  inst,  and  permit  an  extension  of  sixty  days  on  the 
remainder  ? 

On  account  of  the  unprecedented  scarcity  of  money  among  the 
farmers,  we  have  for  the  last  two  months  experienced  unusual  difficulty 
in  making  collections,  and  are  therefore  rather  cramped  for  funds  to 
meet  coming  obligations. 

We  regret  the  necessity  of  this  unusual  request,  but  we  trust  that 
you  will  understand  the  circumstances  causing  it. 

Yours  respectfully, 

Otis  &  Curran. 

LETTERS  OP  ANNOUNCEMENT. 

8.  Letters  of  announcement  are  those  that  contain  some 
specific  declaration  or  convey  some  special  communication. 

St.  Paul,  Minn.,  March  15,  1899. 
The  Honorable  John  Halversen, 

St.  Paul,  Minn. 
Dear  Sir : 

It  is  my  privilege  to  state  that  I  have  been  appointed  to  repre- 
sent in  this  city  and  state  the  Northwestern  Colonization  Company, 
of  Chicago,  111. 
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This  Company  bas  aiM]uired  title  to  large  tracts  of  land  iu  Minnesota, 
the  two  Dakotas.  and  Nebraska.  This  land  it  proposes  to  dispose  of 
to  bona-fide  settlers,  to  whom  it  gives  substantial  aid  in  ereL-ting  neces- 
sary buildings  and  putting  in  the  first  crop,  giving  them  ample  time 
and  most  liberal  terms  to  pay  their  indebtedness  to  the  Company. 
which  lakes  a  direct  and  kindly  interest  in  the  welfare  of  each  settler 
and  his  family. 

Vou  have  long  taken  a  deep  and  practical  interest  in  the  subject  of 
coloniration,  and  proved  yourself  a  friend  of  the  solid  development  (if 
the  Northwestern  Slates.  Your  earnestness,  sincerity,  and  success,  in 
this  respect,  liave  won  you,  nut  only  public  esteem  but  the  conGdence 
of  your  [eilow  citizens  generally. 

1  therefore  beg  the  favor  of  a  personal  interview,  at  your  own  con- 
venience, that  I  may  have  the  honor  of  stating  the  purposes  and 
presenting  the  claims  of  the  Northwestern  Coloniiation  Company  as 
one  of  the  most  powerful  and  efficient  instrumentalities  for  the  devel- 
opment of  this  important  section  of  the  American  Republic. 

Believe  me.  Sir, 

Yours  respectfully, 


Hki 


V    USK 


>  THE  Preceding  Letter. 
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I(-i  OF  UKCOMMEXDATIOX. 

'>f  a  IcUurof  ruL-nmmencliition  have  been 
■imis  wi-'tion.  Tliu  rules  to  1)C  nhserved 
uf    ruciiiutnoiiciiition    are    in     brief     as 
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1.  Do  not  recommend  an  unworthy  person  at.  all. 

2.  State  the  exact  facts;  a  highly  colored  letter  of  recom- 
mendation is  likely  to  prove  a  positive  injury  to  the  one  in 
whose  favor  it  is  written. 

3.  If  you  are  recommending  a  person  for  a  particular 
situation,  dwell  on  the  specific  qualifications  of  the  person  for 
that  situation  rather  than  upon  his  character,  integrity,  etc., 
though  it  is  of  course  proper  to  mention  the  latter. 

Letters  of  recommendation  may  be  special  or  general. 
Special  letters  are  addressed  like  ordinary  letters  to  a  partic- 
ular person;  general  letters  are  addressed  **  To  the  public" 
or  **To  whom  it  may  concern,"  etc. 

General  Letter  of  Recommendation. 

Atlanta,  Ga.,  March  10,  1898. 
To  Whom  It  May  Concern: 

Mr.  Joseph  Shippen  has  bieen  in  our  employ  as  carpet  salesman 
for  the  last  five  years.  We  are  pleased  to  state  that  he  has,  by  his 
strict  attention  to  duty,  and  by  his  honesty  and  integrity,  won  the 
esteem  and  confidence  of  his  employers,  associates,  and  customers.  It 
is  with  rei^ret  that  we  part  with  Mr.  Shippen,  who  resigns  his  situation 
solely  on  account  of  failing  health. 

Respectfully, 

Enochs  &  Simpson. 

Special  Letter  of  Recommendation. 

Syracuse,  N.  Y., 

May  14,  1899. 
Mr.  E.  S.  Williams, 

Secretary  of  the  Board  of  Control, 

Allegheny,  Pa. 
Dear  Sir  : 

Mr.  Philip  J.  Allison  has  informed  me  that  he  has  applied  for 
the  professorship  of  mathematics  in  the  Allegheny  high  school,  and 
desires  me  to  write  you  a  word  of  commendation  in  his  behalf. 

I  have  been  closely  associated  with  Mr.  Allison  for  the  last  three 
years  and  have  had  an  excellent  opportunity  to  observe  his  teaching. 
Without  exaggeration,  I  may  say  that  he  is  a  most  thorough  mathe- 
matician and  a  conscientious  and  inspiring  teacher.  His  work  as  an 
instructor  in  the  Syracuse  University  has  been  of  the  highest  order, 
and  the  school  or  college  that  secures  his  services  I  shall  consider 
fortunate. 


10 


LETTER  WRITING. 


in 


Personally  I  shall  be  sorry  to  lose  Mr.  Alliso 
aiuustauL    I,  however,  heartily  wish  him  the  success  and  advancetneat 
be  so  well  deserves,  and  1  take  pleasure  in  com  in  ending  him  to  you. 
Yours  very  respecttully. 

Professor  of  Mathematics. 

Syracuse  University. 


LETTSRS  OF  IXDOUSEMF.NT, 

10.  A  letter  of  indorsement  intru<lm:i!S  an  acquaintance 
of  the  writer  to  the  person  or  firm  addressed,  generally  for 
the  purpose  of  opening  an  account. 

Considerable  caution  is  required  in  giving  a  letter  of 
indorsement,  as  the  writer  becomes  morally  if  not  legally 
responsible  for  the  agreements  of  the  bearer  of  the  letter. 

If  a  letter  of  indorsement  is  given  to  the  person  introduced, 
as  is  usually  the  case,  it  should  not  be  sealed. 

Peoria.  III..  June  S.  1899. 

INCALLS   Si    CoOTER. 

Chicago.  HI. 


11.  A  letter  of  i 
addressed  to  s^ivo  lh( 
money  for  tlie  paymen 
Kihility.  A  letter  of  c 
of  introduetioji.     The  following  is  a  c<;mmon  foi 


>F  C:itKDIT. 

5  one  requesting  the  person 
■  credit  for  a  K]>ccified  sum  uf 
ich  the  writer  assumes  respon- 
often   combined  with  a  letter 
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Montgomery,  Ala., 

June  4,  18»4. 
S.  W.  Ford  &  Co., 

Memphis,  Tenn. 

Dear  Sirs  : 

Please  allow  Mr.  Edward  Buhl,  the  bearer,  credit  for  such  goods 

as  he  may  select  to  the  amount  of  One  Thousand  Dollars  ($1,000).     In 

case  Mr.  Buhl  fails  to  make  payment  at  maturity,  1  will  be  responsible 

for  the  account. 

You  will  inform  me  of  the  amount  for  which  you  give  credit,  and  in 

case  of  non-payment  notify  me  at  once. 

Yours  respectfully, 

Andrew  Holcomb. 

Another  kind  of  letter  of  credit  is  a  letter  from  a  banking 
house  in  one  country  to  a  similar  house  in  another  country 
directing  the  payment  of  certain  sums  of  money  to  the  per- 
son in  whose  favor  the  letter  is  written.  These  letters  of 
credit  are  much  used  by  travelers.  The  banks  usually  have 
blank  forms  for  them. 

Boston,  July  1,  1899. 
Messieurs  Barbaud  Fr^res, 

Paris,  France. 
Gentlemen : 

We  request  that  you  will  have  the  kindness  to  furnish  Mr.  Geo. 
E.  Romaine,  of  this  city,  whose  signature  appears  below,  with  any 
funds  that  he  may  require  to  the  extent  of  Twenty  Thousand  Francs, 
taking  his  duplicate  receipts  (one  of  which  you  will  send  us)  for  any 
payment  made  under  this  credit. 

Whatever  sum  Mr.  Romaine  may  receive  you  will  please  endorse  on 
the  back  of  this  letter  and  charge  to  our  account. 

Your  obedient  servants. 

The  Third  National  Bank. 

The  signature  of 

Geo.  E.  Romaine.  President. 


LETTERS  OF  INQUIRY. 

12.  Letters  of  inquiry  are  frequently  required  in  busi- 
ness correspondence.  The  subject  of  the  inquiry  may  be 
the  business  standing  of  an  individual  or  firm,  the  price  of 
goods,  the  value  of  some  machine  or  device,  or  any  one  of  a 
hundred  other  things. 


TiieCas 


LETTER  WRITING.  gM 

Prnsiiui;G,  Pa.,  July  10,  1899. 

Scrunton,  I'li. 

We  Bhnll  1«  obliged  to  you  if  you  will  in  confidence  give  us  youi 
opinion  ns  tothcsLiuidiiignf  S.  (>.  Lampbell  &  Co.  of  your  city.  WouU 
yoii  c-onsider  it  safe  to  pxtcnil  tlieni  credit  for  Id.DOO  ? 

Thanking  yuu  in  advniK.-e  fur  uny  infumiutiun  yuu  may  give  us. 


Vury  tnily  y 


:  &  M/>f 


Favorablf.  Answf.r. 

SiTKANTus,  Pa..  July  13.  I(*99. 
EiviNr.  &  Mansfiri.T). 

Pittsburg,  Pa. 
GrHtlemen  .- 

In  answer  lo  your  inquiry  of  the  10th  inst.  concerning  the  firm  of 
S.  G.  Campbell  &  Co.,  I  take  pleasure  in  giving  you  the  following 
information. 

This  firm  is  regarded  as  one  of  the  safest  and  most  conservative  in 
this  city  in  its  line  of  buaineas.  Il  has  good  connections,  excellent 
facilities  for  doiiiy  business,  and  so  f.ir  as  we  know,   i'i  rcli.-ibic  iu 


-'■>'  ^' 


Vi.iirs 


I'lH^burK,  Pa. 

/>,■„,.  .SVV,..._V,„„-i,K|mn 


niii:;  S.  C.  C^impbcll  &  Co.  is  : 
It  wUilo  ll,L.^c  pc^.j.lc  have-  uiU 
^iK-  :,l  piL-si.nt  rfl-.n,.-.!  lo  !«.■  , 
..1,U.  lo  mc..l  coming  oblitratt...,, 


uiis^uisfactnry  condit 
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Muskegon,  Mich., 

June  23,  1898. 
Mr.  J.  M.  Jones, 

Secretary  Eskridge  Mfg.  Co., 

Milwaukee,  Wis. 

Dear  Sir  : 

I  am  informed  that  your  company  has  adopted  the  card-index 
system  both  in  your  business  office  and  drafting  room.  Will  you 
kindly  inform  me  how  this  system  is  working,  and  state  briefly  its 
advantages,  if  any,  over  your  former  systems  of  indexing  addresses 
and  drawings  ?  I  am  considering  seriously  the  advisability  of  intro- 
ducing the  card  index  in  my  own  office  and  I  shall  be  grateful  to  you 
for  any  information  or  suggestions. 

Yours  very  truly, 

M.  S.  Stone. 


MISCELI^ANEOUS  BUSINESS  LETTERS. 

13.  The  following^  are  letters  that  may  occasionally  arise 
in  business  practice.  The  letters  of  appointment,  resi^a- 
tion,  etc.  are  somewhat  of  the  nature  of  official  business 
letters. 


Report  of  Agent. 


Flint,  Mich., 
March  3,  1899. 


Mr.  Chas.  E.  Canfield, 

Lockport,  N.  Y. 

Dear  Sir : 

I  have  completed  the  sale  of  your  farm  of  ninety  acres  in  Rich- 
field Township  to  Mr.  S.  M.  Eaton,  of  Allegan.  The  consideration  is 
$5,175.  Mr.  Eaton  assumes  the  mortgage  of  $1,650  with  $42.75  accrued 
interest,  gives  you  a  second  mortgage  of  $3,000,  pays  $800  in  cash,  and 
gives  his  note,  endorsed  by  A.  Meyer  and  payable  in  one  year,  for  the 
remainder,  $682.25. 

Trusting  the  transaction  will  prove  satisfactory  to  you,  I  remain. 

Yours  very  truly, 

G.  H.  Eastman. 
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Letter  of  Information. 

Co»/,/eii/ia/. 

Peoria,  III.,  Oct.  26.  1889, 

E.  A.  SKKBMAN&  Co.. 

Tem;  Haute,  Ind. 
GentUmrn : 

I  feel  it  ray  duty  to  w 
who,  during  tbc  course  of 
intends  to  call  on  you. 

Shortly  after  he  left  my  office,  I  received  certain  informstioi]  con- 
cerning him.  from  persons  of  undoubted  reliability,  which  leads  me  to 
the  conviction  that  he  is  an  entirely  untrustworthy  person. 

This  information  I  give  you  out  of  sincere  regard  for  your  business 

Your  friend. 


Letter  of  Api 


[ENT. 


Easton,  Pa-.  June  S4,  1899. 

Mk.  GEOkCJE  W.  GkAHAM, 

Trenton.  N.  J. 
/V.ir  Sir: 

1   hcjj   to  inf-irm    yo,i  thiit  thu  Hoard  .if  Trustees  of  I.af:iycU. 

al  a  snliiry  of  saHW)  ]n.r  yi.jir,  fioni  Sc|H.  1,  ISflll. 

Please  advise  nw  wlictUcr  or  not  you  accept  this  .appoiiitnicnt. 
Vours  very  truly, 


- ,/  L<jfiiycllc  ColUge. 


Pho:;i.i,  III.,  Feb.  34,  ]8»». 


\'ury  icspcctfully, 

JlJIlN  POOLF. 
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Headquarters  Middle  Department,  Eighth  Army  Corps, 

Baltimore,  Md.,  November  13,  1863. 

The  President  of  the  United  States. 

Sir: — Having  concluded  to  accept  the  place  of  Member  of  Congress 
in  the  House  of  Representatives,  to  which  I  was  elected  in  October, 
1862,  1  hereby  tender  the  resignation  of  my  commission  as  a  Major 
General  of  United  States  Volunteers,  to  take  effect  on  the  5th  day  of 
December  next. 

I  shall  leave  the  military  service  with  much  reluctance  and  a  sacri- 
fice of  personal  feelings  and  desires,  and  only  consent  to  do  so  in  the 
hope  that  in  another  capacity  I-  may  be  able  to  do  some  effective 
service  in  the  cause  of  my  country  and  Government  in  this  time  of 
peculiar  trial. 

I  have  the  honor  to  be,  very  respectfully,  your  obedient  servant, 

RoBT.  C  Schenk, 
Major  General, 

Letter  Declining  Appointment. 

Lansing,  Mich., 

July  15.  1898. 
To  THE  Honorable  the  Speaker 

OF  THE  House  ok  Representatives, 

Lansing,  Mich. 
Sir: 

Your  letter  informing  me  that  I  have  just  been  appointed  Clerk  of 
the  House  of  Representatives  of  the  State  of  Michigan,  1  have  just 
received. 

While  1  am  deeply  grateful  for  the  honor  done  me,  I  feel  that,  in 
duty  to  myself  and  in  justice  to  my  many  professional  engagements 
and  obligations,  I  must  decline  the  honor. 

Believe  me,  however,  Mr.  Speaker,  that  I  shall  always  cherish  the 
remembrance  of  the  high  distinction  conferred  by  ray  selection  to  this 
important  office. 

I  am,  Sir,  with  very  great  respect, 

Very  sincerely  yours, 

Edwin  Butterkield. 


TELEGRAMS. 

14.  Telegrams  are  messages  or  other  communications 
transmitted  by  wire.  They  are  so  much  used  in  the  busi- 
ness life  of  today,  that  to  be  able  to  write  a  gocKl  telegraphic 
message  is  one  of  the  most  desirable  qualifications  of  a 
business  man. 
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In  telegraphic  despatches  the  salutation  and  complimentary 
close  are  omitted.  Such  messages  should  be  expressed  in  the 
fewest  possible  words  to  make  the  meaning  clear.  For 
instance : 

SCRANTOH,  Pa.,  March  16,  '98. 
Samuel  Jkwett. 

8M  DeUwHtv  Ave., 

Buffalo,  N.  Y. 

Meet  me,  Niagara.  Hotel,  BaAFitlo.  Innortnw 
morning  at  10. 

Jamks  EwiKi;. 

This  message  might  bo  written  at  length  somewhat  after 
this  fashion : 

"  I  will  be  in  Buffalo  limvirrow,  and  cxpett  to  stop  at  the  Niagum 
Hotel,  where  I  wish  yuu  to  nieut  mo." 

This  amplification  is,  as  tlie  student  will  at  once  perceive, 
wholly  unnecessary.  All  that  is  required  for  the  recipient 
of  a  telegram  is  that  he  should  clearly  understand  the  mean- 
ing of"  the  sender.  Care,  however,  must  be  taken  not  to 
condense  so  much  as  to  make  the  message  unintelligible. 
One  mi^ht  thus,  l)y  trying  tu  save  the  sliglit  extra  cost  of  a 
word  or  two,  Inse  what  has  buuii  paid  for  the  whole  telegram, 
besides  failing  in  the  object  fnr  whicli  it  is  sent.  Read  your 
message  carefully  after  writing,  and  satisfy  yourself  thai  it 
states  clearly  what  you  mean.  In  the  case  of  a  very  impor- 
tant telegram  it  nu'ght  l>e  well  to  read  your  copy  to  a  dis- 
interested ]K'rson  lo  see  whether  it  is  understood  by  another 
a.-;  well  as  by  yourself. 

Mucli  of  Ihe  telegraphing  by  business  houses  is  at  present 
done  in  ciiiiier.  Important  matters  may  thus  be  telegraphed 
without  giving  inforuialiuii,  except  to  tlmse  entitled  to  it. 
A  great  solving  in  expense.-  may  also,  by  this  means,  be 
effeelcd.  This  saving  is  dcme  by  preparing  a  Cfxle  of  words, 
arranged  alphaU'lically  in  wliieh  a  single  word  stands  for  a 
phrase  or  a  sentence;  as,  for  inslance,  /i<ri-  may  mean  "I 
arrived  here  siifo  tuday."  Cipher  elides  are  printed  and 
copies  are  furnished  by  the  houses  ailo|ning  them  to  each  of 
theit  traveling  men  and  the  principal  tiriiis  with  whom  they 
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do  business.  These  cipher  codes  are  mostly  used  in  ordering 
goods,  and  for  communications  between  employers  and  their 
traveling  agents. 

15.  Rules  and  Rates. — From  the  Instructions  and  Rules 
of  The  Postal  Telegraph-Cable  Company,  we  learn  that: 

1.  Each  telegram  for  transmission  must  be  written  on 
the  form  provided  by  the  Company  for  that  purpose,  or 
attached  to  such  form  by  the  sender,  or  by  the  person  pre- 
senting the  telegram,  as  the  sender's  agent,  so  as  to  leave  the 
printed  heading  in  full  view  above  the  telegram. 

2.  Telegraphing  depends  on  the  number  of  words,  the 
distance,  transfers,  etc.  The  name  of  the  place  the  mes- 
sage is  sent  from,  the  date,  address,  and  the  signature  are 
not  usually  counted  in  estimating  the  number  of  words, 
except  in  cable  messages. 

In  prepaid  telegrams,  however,  the  under  mentioned 
words  are  counted  and  charged  for;  namely; 

All  words  in  an  extra  date;  as,  **via  Boston,  Mass.,"  in 
**  Buffalo,  N.  Y.,  March  24,  via  Boston,  Mass." 

All  extra  words,  such  as  **No. "  in  an  address;  as,  **  John 
Smith,  No.  80  Wall  St.,  N.  Y.,"  or  *' James  Brown,  No.  187 
Broadway,  N.  Y." 

Each  figure  in  the  body  or  text  of  a  telegram ;  as,  *  *  Meet 
me  at  1185  Madison  Ave.,  tomorrow  night."  Also,  each 
letter  when  it  is  an  abbreviation  of  a  word;  as,  **  Meet  me  at 
W.  C.  T.  U.  Hall. " 

All  signatures,  except  the  last  one  in  the  case  of  two  or 
more;  as  **T.  R.  Blackstone,  Samuel  Hughes,  William 
Dearing,"  the  first  two  of  these  signatures  being  charged  for. 

Titles  consisting  of  not  over  two  words  after  the  signature 
are  not  charged  for,  as  **  George  Brown,  Gen'l  Mgr." 

All  words  after  the  signature  that  are  not  titles  are  charged 
for;  such  as,  **  report  delivery  charges,"  **  delivery  charges 
guaranteed,"  **  report  delivery,"  and  **  repeat  back." 

3.  In  counting  a  message,  dictionary  words,  initial  let- 
ters, surnames  of  persons,  names  of  cities,  towns,  villages, 
states,  or  territories,  or  names  of  the  Canadian  provinces  are 
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counted  and  charged  for  each  as  one  word.  Abbreviations 
for  the  names  of  towns,  villages,  states,  territories,  and 
provinces  are  counted  the  same  as  though  they  were  written 
in  full.  The  abbreviations  of  weights  and  measures  in  com- 
mon use  are  each  counted  as  one  word.  ' 

All  pronounceable  groups  of  letters,  when  such  groups  are 
not  combinations  of  dictionary  words,  are  counted  each 
group  as  one  word.  When  such  groups  are  made  up  of  com- 
binations of  dictionary  words,  each  dictionary  word  so  used 
is  counted.  Numbers  and  amounts  should  be  written  in 
words,  but  if  expressed  in  figures  each  figure  is  counted  as 
one  word. 

Figures,  decimal  points,  bars  of  division,  and  letters  art', 
in  general,  counted  each  separately  as  one  word. 

In  ordinal  numbers  the  affixes  "st,"  "d,"  "  th,"  as  in  the 
case  of  1st,  2d,  3d,  4th,  are  each  counted  as  one  word- 

4.  A  night  telegram  must  be  written  upon  the  night  tele- 
gram form,  and  is  acceptable  only  between  the  hours  o£ 
opening  and  midnight.  The  offices  closing  before  midnight 
will  uot  accept  a  night  telegram  that  cannot  be  started  t-efore 
the  closing  hour.  In  case  of  an  interruption  of  the  lines 
that  it  is  believed  would  prevent  the  transmission  of  a  night 
telegram  before  the  following  morning,  such  a  telegram  will  i 
not  be  accepted. 
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16.     Cablegrams  must  be  written  on  the  regular  forms  I 
provided  therefor,  but  if  written  on  any  other  paper  whatso- 
ever, must,  when  offered  for  transmission,  be  pasted  on  the 
regular  sending  form  before  being  forwarded.     Every  cable- 
gram must  be  prepaid  by  the  sender  tmless  it  be  a  "prepaid  I 
reply  "  or  unless  otherwise  specially  ordered.     All  words  in  | 
the  address,  text,  and  signature  are  counted  and  charged  i 
for.    Cablegrams  may  contain  any  number  of  words.     Every 
address  must  consist  of  at  least  two  words;  the  first  indi- 
cating the  name  of  the  receiver,  and  the  second  the  name  of  I 
the   place  the  cablegram  is  addressed   to.     The  sender  is  \ 
responsible  for  an  incorrect  or  insufBcient  address. 
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Corrections  and  alterations  can  only  be  made  by  a  new 
cablegram,  which  must  be  paid  for.  Cablegrams  may  be 
written  in  plain  language,  code  langiiago,  or  cipher  lan- 
guage, but  they  must  be  legibly  written  in  characters  that 
have  their  equivalents  in  the  Morse  alphabet. 

The  signature  may  be  abbreviated  or  omitted,  but  the 
cable  company  declines  to  make  any  tmpaid  inquiries  respect- 
ing it. 

For  the  benefit  of  the  student,  we  subjoin  the  list  of  rates. 

ATLANTIC  CABLE  RATES. 


Alabama i 

Arizona 

Arkansas 

California 

Colorado 

Connecticut 

Delaware 

District  of  Columbia 

Florida,  Pensacola 

Georgia 

Illinois 

Indiana 

Iowa.  Burlington.  Clinton.  Ce- 
dar Rapids.  Davenport.  Du- 
buque, Fort  Madison.  Keo- 
kuk, and  Muscatine 

Iowa,  other  offices 

Kansas 

Kentucky 

Louisiana,  New  Orleans 

Louisiana,  other  offices 

Maryland 

Massachusetts 

Michigan 

Minnesota,  Duluth.  Hastings, 
Minneapolis,  Red  Wing.  St. 
Paul,  Stillwater,  Wabasha, 
and  Winona 

Minnesota,  other  offices 


Mississippi 9 

'    Missouri.    Hannibal,     Louisi- 

I       ana.  and  St.  Louts  

'    Missouri,  other  offices 

:    Montana 

i    Nebraska 

I   New  Hampshire 

I   New    Jersey,    Hoboken   and 
J  ersey  City 

New  Jersey,  other  offices 

New  Mexico 

New  York,  Brooklyn  and  New 
York  City.Govemnr's  Island 
and  Y'onkers 

New  York,  other  offices 

North  Carolina 

;    North  Dakota 

.    Ohio 

Pennsylvania. 

!    Rhode  Island 

i   South  Carolina 

I   Tennessee 

i   Texas 

.    Vermont 

Vii^nia. 

Washington 

West  Virginia 

Wisconsin 


I 
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17.  Reirnlatlons  GoTcrnlnK  Messages. — All  messages 
taken  by  Tlie  Western  Union  Telegraph  Company  are  sub- 
ject to  the  following  terms: 

To  guard  against  mistakes  or  delays,  the  sender  of  si 
message  should  order  it  repeated:  that  is,  telegraphed  bad:, 
to  the"  originating  office  for  comparison.  For  this,  one- 
half  the  regular  rate  is  charged  in  addition.  It  is  agreed 
between  the  sender  of  the  message  and  the  Company,  that 
the  Company  shall  not  be  liable  for  mistakes  or  delays 
in  the  transmission  or  delivery,  or  for  non-delivery  of  any 
unrepealed  message,  beyond  the  amount  received  for  send- 
ing the  same;  nor  for  mistakes  or  delays  in  the  transmis- 
sion or  delivery,  nor  fi.ir  non-delivery  of  any  repealed 
message,  beyond  fifty  times  the  sum  received  for  sending 
the  same,  unless  specially  insured,  nor  in  any  case. for  delays 
arising  from  unavoidable  interruption  in  the  working  of 
its  lines,  or  for  errors  in  cipher  or  obscure  messages.  And 
the  Company  is  made  the  agent  of  the  sender,  without 
liability,  to  forward  any  message  over  the  lines  of  any  other 
Company  when  necessary  to  reach  its  destination.  Cor- 
rectuess  in  the  transmission  of  a  message  to  any  point  on 
the  lines  of  the  Company  can  be  insured  by  contract  in 
writing,  stating  agreed  amount  of  risk,  and  payment  of 
premium  thereon,  at  the  following  rates,  in  addition  to  the 
usual  charge  for  repeated  messages;  viz.,  1  per  cent,  for  any 
distance  not  exceeding  1,000  miles,  and  3  per  cent,  for  any 
greater  distance.  No  employe  of  the  Company  is  author- 
ized to  vary  the  foregoing. 

No  responsibility  regarding  messages  attaches  to  the  Com- 
pany until  the  same  are  presented  and  accepted  at  one  of  its 
transmitting  offices;  and  if  a  message  is  sent  to  such  office 
by  one  of  the  Company's  messengers,  he  acts  for  that  pur- 
pose as  the  agent  of  the  sender 

Messages  are  delivered  free  within  the  established  free-, 
delivery   limits   of   the   terminal  office.     For  delivery 
greater  distance,  a  special  charge  is  made  to  cover  the 
of  such  delivery. 

The  Company  will  not  be  liable  for  damages  or  statuti 
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penalties  in  any  case  where  the  claim  is  not  presented  in 
writing  within  sixty  days  after  the  message  is  filed  with  the 
Company  for  transmission. 


SOCIATj    liETTERS. 

18.  Remark. — The  letters  collected  in  the  following 
pages  are  mostly  from  the  pens  of  well  known  men  and 
women ;  they  are  excellent  examples  of  the  epistolary  style, 
and  are  well  worthy  the  close  attention  of  the  student. 

The  collection  includes  letters  of  affection,  of  friendship, 
of  condolence,  of  sympathy,  of  gratitude,  and  of  good  coun- 
sel ;  also  other  letters  of  a  more  formal  nature. 


LETTERS  OF  AFFECTION. 

19.  Letters  of  affection  are  those  that  grow  out  of  one's 
regard  for  others ;  they  may  be  written  by  members  of  a 
family  td  one  another,  or  by  a  lover  to  his  betrothed. 

Letter  from  Daniel  Webster  to  Ezekiel  Webster. 

Washington,  April  11,  1816. 
Dear  Ezekiel, — 

I  received  yours  yesterday,  and  I  learned  with  js^reat  sorrow  the 

illness  of  our  mother  and  Mary.     I  have  hardly  a  hope  that  the  former 

can  now  be  living.     If  she  should  be,  on  receipt  of  this  tell  her  I  pray 

for  her  everlasting  peace  and  happiness,  and  would  give  her  a  son's 

blessing  for  all  her  parental  goodness.     May  God  bless  her,  living  or 

dying ! 

If  she  does  not  survive,  let  her  rest  beside  her  husband  and  our 
father. 

I  hope  Mary  is  not  dangerously  ill.  You  must  write  to  me,  addressed 
to  New  York,  where  I  expect  to  be  on  my  way  home  about  the  28th  or 
30th  instant.  Congress  will  probably  rise  about  the  22d  or  a  few  days 
later. 

We  have  got  through  most  of  the  important  public  business  of  this 
session. 

Give  my  love  to  your  wife  and  children,  and  may  Heaven  preserve 

you  all. 

Most  affectionately  yours, 

D.  Webster. 
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The  following  charming  letter  from  a  young  man  to  his 
betrothed  is  taken  from  "  Scribner's  Magazine,"  June,  1896; 

BRAUKORD  COLI-EGK,  JuDC  15,  1895. 
My  Dearest  Nell; 

You  sbouldn't  complain  Ibat  my  letters  for  tbe  past  six  weeks 
have  been  all  about  you,  and  nothing  about  myselC.  How  can  a  Tellow 
hulp  it;  when  you  have  made  him  the  happiest  being  in  the  world? 
Slill  if  you  command,  I  must  obey ;  and  begin  the  storyof  my  poor  self 
where  1  left  off.  Let's  see.  Wher-e  was  it  ?  It  seems  so  long  ago  aud 
so  far  away  Ihat  1  can  scarce  recall  it, 

"  How  soon  a  smile  of  God  can  change  the  world! " 
Oh'  I  remember.  Tbe  agreement  was  that  you  were  to  quit  the 
r61e  of  St.  Catherine,  and  condescend  to  enter  a  home  instead  of  a  set- 
tlement; and  1  was  to  abjure  the  vows  of  a  St.  Christopher  to  right  at 
once  all  the  wrongs  of  the  universe  by  my  own  right  arm.  before  enter- 
taining the  "thought  of  tender  happiness."  We  were  two  precious 
fools,  weren't  we  ?  Yet  It  wa.s  a  divine  folly  after  all.  Goethe  is  right 
in  bis  doctrine  of  renunciation.  If  we  had  not  faced  fairly  the  giving 
up  of  all  this  bliss,  it  would  not  be  half  so  sweet  to  us  now.  And 
please  don't  tell  me  I  have  ■'  smashed  at  one  blow  all  your  long  cher- 
ished ideals  of  social  service."  It  is  not  so.  The  substance  of  all  those 
social  alms  of  yours  is  as  precious  to  us  both  as  it  ever  was:  and  we 
will  find  way.s  to  work  them  out  together.  Not  one  jot  or  tittle  of  the 
loftiest  standard  you  ever  set  before  yourself  shall  be  suffered  to  pass 
away  unfulfilled.  Your  aims  and  aspirations  are  not  lost,  but  trans- 
fonned.  au/gthoben.  as  the  Germans  say  of  the  chemical  constituents 
of  the  soil  when  they  are  taken  up  to  form  the  living  tissue  of  plant  or 

There  is  nothing  you  ever  thought  of  doing  in  a  settlement  that  we 
will  not  do  better  in  our  home.  We  shall  not  give  less  to  the  world, 
because  we  are  more  ourselves.  We  shall  not  be  less  able  to  comfort  1 
those  who  sorrow,  because  our  own  hearts  overflow  with  joy.  Because  ] 
we  are  rich  in  each  other,  we  shall  not  be  less  generous  to  all.  Yoo 
shall  have  all  the  classes  and  schools  and  clubs  and  meetings  you 
wish ;  and  they  will  not  be  the  least  bit  less  successful  for  being  in  the 
home  of  a  mill  owner  in  our  native  city  of  fifty  thousand  people, 
instead  of  in  some  neglected  quarter  of  a  city  ten  times  as  big. 

Do  you  know,  father  is  so  delighted  with  what  he  calls  the  "recovery 
of  my  reason,"  that  he  has  promised  to  build  a  house  for  ua  this  faJL 
We  will  work  up  the  plans  together  this  summer.  One  feature  of  it, 
though,  I  have  fixed  on  already;  which  I  know  yon  will  approve.  Our  ' 
library  will  be  a  long  room,  with  a  big  fireplace  on  one  side  and  a  coty 
den  at  each  end,  marked  olT  by  an  arch  supported  by  pillars.  ThesA  j 
dens  we  will  fit  up  with  our  college  books  and  furniture;  and  make   ] 
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I   them  jnst  as  nearly  like  our  college  rooms  as  we  can.     And  then  in  the 

I  long  winter  evenings  we  will  come  out  of  our  dens  before  the  fireplace; 

L  and  you  will  lie  my  private  tutor,  and  with  your  patient  tuitiun  1  shull 

I  perhaps  get  some  good  after  all  out  of  the   Horace  and  Goethe  nud 

I  Sbelley  and   Browning,  which  you  understand  and  love  su  well,  but 

1  which,  to  tell  the  truth.  I  haven*t  got  much  out  of  thus  far.     Somehow 

e  fellows  don't  gel  hold  of  those  things  us  you  do. 

Isn't  it  glorious  that  my  examinations  come  eo  that  I  can  get  olT  for 

your  class  day  and  commencement     To  be  sure,  I  shall  probably  for- 

L  .get  the  fine  points  in  political  economy  and  sociology,  in  which  I  have 

\  been  working  tor  honors  the  past  two  years.     But  then,  honors  or  no 

I  honors,  I  have  got  the  good  out  of  them  anyway ;  and  what  are  honors 

It  the  end  of  college  compared  with  love  at  the  beginning  of  life. 

1  am  delighted  that  you  are  coming  to  my  commencement.     My  part 

a  dry,  heavy  thing;   which  I  don't  expect  to  make  interesting  to 

anybody  else;  but  it  is  intensely  ioteresting  to  me;  for  it  sums  up  the 

r  experience  which  I  have  been  going  through  these  past  four 

'   years,  and  has  helped  to  give  me  my  bearings  as  I  go  out  into  life. 

My  subject    is    ■■  Naturalness,    Selfishness,   Self-sacrifice,   and    Self- 

'  j*ali»alion."    You  have  known  me  as  no  one  else  has  all  these  years. 

you  will  see  what  it  all  means.     You  catch  the  idea. 

First :  We  set  out  as  nature  has  formed  and  tradition  has  fashioned 
us;  innocent,  susceptible,  frail.  The  hard  cruel  world  comes  down 
upon  us,  and  would  crush  ua  under  its  heavy  unintelligible  weight. 

Second:  We  rise  up  against  it;  defy  tradition  and  throw  convention 
to  the  winds.  We  in  turn  strive  to  trample  others  under  foot.  But 
though  we  wear  spiked  shoes,  we  find  the  pricks  we  kick  against 
harder  and  sharper  than  our  spikes. 

ThirH:  We  surrender,  abjectly  and  unconditionally ;  cast  spear  awA 
shield  away  In  the  extreme  of  formal,  abstract  selfnienial,  and  ascetic, 
egotistical  self-sacrilice.  This  in  turn  betrays  its  hollowness  and  emp- 
tiness and  uselessness  and  unreality. 

Fourth:  The  Lord  of  life,  against  whom  we  have  been  blindly 
fighting  all  the  while,  lifts  us  up  in  his  strong  arms;  sets  us  about  the 
concrete  duties  of  our  station;  arms  us  with  the  strength  of  definite 
human  duties,  and  cheers  us  with  the  warmth  of  individual  human  love ; 
and  sends  us  forth  to  the  social  service  which  to  hearts  thus  fortified 
is  perfect  freedom  and  perennial  delight 

Such  a  process  of  spiritual  transformation  I  take  to  be  the  true  sig- 
nificance of  a  college  course.  To  be  sure,  in  college,  as  in  the  great 
world  of  which  it  is  a  part,  none  can  see  the  meaning  of  the  earlier  phas 
tintil  they  reach  the  later;  and  consequently  many  never  see  any  sense 
in  it  at  all.  For  the  great  majority  of  men  go  through  college,  as  the 
great  majority  go  through  life,  without  getting  beyond  the  first  or 
second  stage,  and  graduate  as  Matthew  Arnold  says  most  men  die, 
'■  unfreed,  having  seen  nothing,  still  unblest" 
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There,  NeU,  haven't  1  been  bs  egoistic  this  tii 
highness  could  desire  ? 

Vour  devoted  lover. 
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20.     Letters  of  friendship  are  those  exchanged  by  friends. 

Chaklks  Sumnkr  to  Professor  Simon  Greenleak. 

Convent  or  Palawuola,  July  27,  1838. 
Mv  Deak  Fkienp, — 

I  wrote  you  once.  I  think,  frotn  the  palace  of  an  English  Bishop ; 
this  will  go  to  you  from  a  monastery  of  Franciscans.  In  Rome,  the 
lieot  is  intense;  and  the  fever-laden  airs  of  the  Campagna  even  enter 
the  city.  Here  Greene  and  myseU  have  come  to  pass  a  few  days— 
"  hermits  hoar  in  solemn  cell."  An  English  noble  would  give  a  sub- 
sidy (or  such  a  site  as  this.  In  the  background  is  the  high  mountain 
which  was  once  dedicated  to  the  Lalial  Jove,  to  whom  Cicero  makes 
his  eloquent  appeal  in  the  oration  for  Milo;  and  on  one  side,  clearly 
discernible  from  my  window,  is  Tusculum.  the  favorite  residence  ol 
the  great  Romao  orator.  The  road  over  vi-hich  1  passed  in  coming 
here  is  that  on  which  Milo  encountered  Clodius.  The  stillness  and 
solemnity  that  is  about  me  makes  every  day  appear  a  Sabbath.  My 
companion  is  the  Consul  at  Rome — a  dear  friend  of  Longfellow,  and  a 
most  delightful  and  atcijmplishetl  person.  The  monks  have  given  us 
three  rooms  each,  besides  the  grand  hall ;  each  of  us  has  a  bedroom,  a 
cabinet,  and  an  ante -chamber.  My  ante-chamber  is  vaulted,  and 
covered  with  arabesques.  My  other  two  rooms  are  painted,  so  as  to 
resemble  the  cell  of  a  hermit— the  ceiling  is  arched — and  I  seem  to  see 
the  rude  stones  which  the  pious  man  has  built  in  the  wilderness :  and 
at  my  bedside  are  the  beads  and  the  crucifix.  The  hall  is  hung  with 
pictures  of  the  most  distinguished  of  the  order;  and  a  fresco  on  the 
high-vaulted  ceiling  represents  the  ascension  of  St.  Francis,  its  patron. 
What  would  these  Fathers  have  said,  if  they  could  have  foreseen  that 
their  retreat  was  to  be  occupied  by  heretics;  that  the  hospitality  of 
their  convent  was  to  be  extended  to  those  who  do  not  believe  in  the 
Pope  or  St.  Francis?  You  know  that  this  order  is  one  of  the  inoi.1 
rigid  of  the  Roman  Church.  They  wear  neither  hats  nor  stockings, 
but  simply  sandals  for  their  feet.  The  remainder  of  their  dress  is  a 
thick,  heavy  robe,  or  gown^" Odious!  in  woolen!  'twould  a  saint  pro- 
voke"— which  they  wear  alike  in  all  seasons.  They  live  upon  charity. 
One  of  their  numtjer  lately  was  begging  for  com  of  a  farmer,  who  was 
treading  out  with  his  oien  the   summer's  harvest.     The   farmer,  in 
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derision,  and  as  a  way  of  refusing,  pointed  to  a  bag  which  contained  a 
load  for  three  men,  and  told  the  monk  he  was  welcome  to  that,  if  he 
would  carry  it  off.  The  monk  invoked  St.  Francis,  stooped  and  took 
up  the  load,  and  quietly  carried  it  away!  The  astonished  farmer 
followed  him  to  the  convent,  and  required  the  return  of  his  com.  His 
faith  was  not  great  enough  to  see  a  miracle.  It  was  given  up:  but 
the  story  coming  to  the  ears  of  the  governor  of  the  town,  he  summa- 
rily ordertd  the  restoration  of  the  corn  to  the  convent. 

I  have  amused  myself  not  a  little  in  examining  the  library  here.  It 
consists  of  about  a  thousand  volumes,  all  in  parchment,  and  in  Latin 
and  Italian.  There  is  one  Spanish  work,  and  one  German !  Our  poor 
language  has  not  a  single  representative.  The  monks  have  looked 
with  astonishment  upon  the  avidity  with  which  I  have  examined  their 
books;  I  doubt  if  they  have  had  such  aa  overhauling  for  a  century. 
With  glove.s  on,  I  took  down  and  scanned  every  book, — a  large  portion 
of  them  I  found  standing  bottom  upwards;  and  as  I  put  them  in  iheir 
places  properly  (having  had  some  experience  in  dealingwith  a  library), 
I  think  the  monks  may  be  gainers  by  my  visit.  The  librarian  told  me 
there  were  no  MSS. ;  but  1  found  move  than  a  dozen.  The  work  on 
geography,  which  seemed  to  be  the  standard  of  the  convent  in  this 
department  of  knowledge,  spoke  of  England  as  divided  into  seven 
kingdoms — one  of  which  was  Mercia,  another  Northumberland,  etc. ; 
actually  going  back  to  the  Heptarchy!  The  English  possessions  in 
America  were  represented  as  being  taken  (tu//e)  from  Spain;  and  of 
these,  Bostona  was  the  capital;  but  the  great  commeicinl  place  of 
America  was  Vera  CruK.  When  I  get  home,  I  will  tell  you  what  sort 
of  people  monks  are. 

Only  a  few  days  ago  I  received  your  kind  letter  of  May  17.  I 
deeply  appreciate  your  sympathy  in  my  father's  death.  Such  a 
relation  cannot  be  severed  without  awakening  the  strongest  emotions; 
and  though  I  cannot  affect  to  feel  entirely  the  grief  that  others  have 
on  such  a  bereavement,  yet  it  has  been  to  me  a  source  of  unfeigned 
sorrow,  and  has  thrown  a  shadow  across  my  Italian  pleasures.  In  the 
education  of  my  young  brother  and  sisters  I  have  always  interested 
myself  as  much  as  I  was  allowed  to,  from  the  moment  in  which  I  had 
any  education  myself.  I  feel  anxious  to  be  at  home,  that  I  may  take 
upon  myself  the  responsibility  which  belongs  to  me  as  the  eldest 
brother.  Remember  me  to  Mrs.  Greenleaf,  and  believe  me 
Ever  affectionately  yours, 

Chaklks  Sumner.  .• 
P.  S.  Roue,  July  88. — I  have  just  received  a  long  letter  from  my 
brother  George,  who  has  penetrated  the  interior  of  Russia,  Tartary, 
Circassia,  Bithynia,  and  is  now  going  to  the  Holy  Land.  He  has  seen 
more  of  Russia,  I  doubt  not,  than  any  foreigner  alive.  He  is  the  most 
remarkable  person  of  his  age  I  know.     Pardon  this  from  a  brother. 


! 
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The  following  letter  from  Mrs.  Mary  Anderson  Navarro 
to  Mrs.  R.  N.  Kelly,  of  Louis\'ille,  Ky.,  a  friend  of  the 
former  actress,  is  an  ideal  letter  of  friendship.  It  has  been 
said  that  the  true  artist  often  might  be  an  actor,  painter, 
or  sculptor,  according  as  the  artist  willed.  Certainly  this 
charming  letter  indicates  that  "Our  Mary"  might  ha\'e 
become  a  great  woman  of  letters  if  she  had  not  taken  to  the 
stage, 

COUKT  FvlRM.   BbOAPWAV,  WORCtSTEHSiUKE. 

Mv    Dbah    Old   Friend. — So   many   thanks    (or   your   swe«t   kind 

letter Surely  you  are  blessed  in  your  children.     Elisha, 

as  I  remember  him.  was  one  of  the  dearest  of  boys.  May  every  bless- 
ing attend  him  and  his  wife.  It  seems  odd  that  tbat  little  fellow 
should  have  a  wife  of  his  own,  for  I  remember  him  as  a  liny  boy. 

Yes,  Juliet  is  in  the  convent  in  Kcn&ington  Square,  almost  opposite 
to  Thackeray's  house,  where  he  wrote  "Vanity  Fair."  She  is  very 
happy.  No.  Blanche  is  tiot  f;oing;  on  the  stage.  She  is  very  beautiful 
and  has  a  lovely  voice,  but  I  hope  she  will  not  be  tempted  to  the  acting 
stage  ever.     (Blanche  and  Juliet  are  sisters  of  Mrs.  Navarro,) 

Yes,  if  I  gel  over  to  America  again  iny  first  pilgrimage  will  be  to 
my  girlhood's  home,  and  how  I  sliall  love  to  see  you  all  and  introduce 
my  adored  and  adorable  Tony  to  you  I  He  grows  more  charming  and 
loving  as  the  years  go  on. 

1  am  so  distressed  to  hear  that  Mr.  Charles  Jacob  is  dead.  He  was 
such  a  truly  genlle  man,  and  s<)  charming  to  meet.  It  would  bv  so 
lovoly  if  you  could  run  over  here  to  this  old-world  place  and  see  me 
some  time.     I  should  so  love  to  see  your  dear,  kind  face  again. 

My  little  boy  is  now  two  anil  a  half  years  old,  and  so  clever  for  his 
age.  His  nurse  is  Cerman.  and  he  spe.-ifcs  German  and  English  in  liis 
pretty  prattling  way.  He  is  wonderfully  aflectionate,  but  he  has  a 
will  of  iron,  and  sometimes  it  takes  it  out  of  one  to  curb  it,  but  he  is  a 
pure  joy  to  us  both. 

Here  I  write  and  it  is  a  bright  Spring  day.  The  snowdrops  arc  out 
in  our  garden,  anil  the  crocus  and  daffodils  show  themselves  in  the 
(iicb:iiil  beyond,  ])i)|>|iing  their  pretty  heads  above  the  fresh,  brilliant. 

My  own  room  is  a  white  room,  paneled  from   floor  to  ceiling  in  old 


ned  from  a  trip  I 
[oc  luiEi  had  four  children.     Ht 
[Sun's  brother,  wlio  married  a 
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There  is  a  golden  canary  singing  madly  in  one  of  the  windows  as 
though  he  would  send  you  a  message.  Well,  no  more.  Tony  joins  me 
in  love  to  you  and  yours,  and  I  close.     Your  ever  true  and  loving 

Mamie. 


LETTERS  OF  CONDOL.EXCE. 

21.  The  following  is  a  letter  received  from  Admiral 
Dewey  by  Mrs.  Noss,  of  Mt.  Pleasant,  whose  husband,  Jesse 
Noss,  was  killed  in  the  battle  of  Malate,  July  31,  1898: 

Olympia,  Flagship,  Manila,  Oct.  23,  1898. 

Mv  Dear  Mrs.  Noss: — I  wish  to  express  to  you  my  deepest  sympathy. 
It  must  lessen  your  sorrow  somewhat  to  know  that  your  young  hus- 
band fell  fighting  bravely  for  his  country,  the  noblest  death  a  man  can 
know.  From  the  Olympia,  I  watched  the  fight  that  fearful  night  and 
wondered  ho>^  many  American  homes  would  be  saddened  by  the 
martyrdom  suffered  by  our  brave  men,  and  my  sympathy  went  out  to 
each  and  every  one  of  them. 

Your  loss  has  been  sadder  than  the  others  and  I  am  unable  to  express 
the  sorrow  I  feel.  Tears  came  to  my  eyes  as  I  read  the  sad  story  of 
the  father  who  never  saw  his  child  and  then  the  loss  of  all  that  was 
left  to  the  brave  mother.  It  is  hard  sometimes  to  believe,  but  our 
Heavenly  Father,  in  His  infinite  goodness,  always  does  things  best  and 
some  day  father,  mother,  and  daughter  will  be  joined  never  again  to 
be  parted. 

With  tenderest  sympathy,  believe  me,  your  sincere  friend, 

George  Dewev. 

Letter  Written  by  Queen  Victoria   to  Lord  Selborne 

ON  THE  Death  of  His  Wife. 

It  is  for  you  to  whom  she  was  so  devoted,  that  I  feel  so  deeply,  for 
to  lose  the  loved  companion  of  one's  life  is  losing  half  one's  existence. 
From  that  time  everything  is  different,  every  event  seems  to  lose  its 
effect,  for  joy  which  cannot  be  shared  by  those  who  felt  everything 
with  you,  is  no  joy,  and  sorrow  is  only  redoubled  when  it  cannot  be 
shared  and  soothed  by  the  one  who  alone  could  do  so.  The  longer  God 
has  permitted  us  to  remain  together,  the  more  acute  must  be  the  agony 
of  separation,  and  I  do  most  sincerely  feel  for  you.  No  children  can 
replace  a  wife,  or  a  husband,  may  they  be  ever  so  good  and  devoted. 
One  must  bear  one's  burden  alone. 

If  Napoleon  the  First  had  never  written  another  line  but 
the  subjoined  letter  sent  to  his  mother  on  the  occasion  of  his 
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fiithvr's  death,  he  would  deser\'e  enduriny  fame  as  a  letter 

Pabis,  March  39.  1785. 
My  DicAM.  Mother: 

Now  that  time  has  begun  to  soften  tho  first  transports  o[  my 
sorrow,  1  hasten  lo  express  to  yon  the  gratitude  I  (eel  (or  all  thu  kind- 
ness you  have  always  displayed  toward  us.  Cousule  yuursetf.  dear 
inolhar ;  circuin stances  require  that  you  should.  We  will  redouble  our 
care  and  our  gratitude,  liappy  5f,  by  our  obedience,  we  enn  make  up  lo 
yuu  in  the  smallest  dcgrt>e  (or  the  inestimable  lotis  of  a  cherished  hat- 
band. I  finish,  dear  mother — my  grief  compels  it — by  prayiog  you  lo 
calm  yours.  My  health  is  perfocl,  and  my  daily  prayer  is  that  Htavcn 
may  grant  you  thu  same. 

Napoleon  E  BuuNArAKTE. 


LKTTERS  OF  SVMPATirT. 

23.  Letters  of  sympathy  convey  consolation,  comfort, 
and  encoiirag'ement  to  friends  in  porit,  distress,  trial,  or 
suffering  from  sickness  or  loss.  "Sympathy  is,"  according 
to  Arthtjr  Helps,  "  the  universal  solvent.  Nothing  is  under- 
stnod  without  it."  Letters  of  sympathy  should  by  their 
iinscllisli  geiiorusity  bear  out  this  definition. 

DoLi.v  M.vi.LsnN  TO  Hr.K  Sistkr  Anna. 

M.i.\ri'Ki,iEK.  Augu«  2.  iaS2. 
R].i.nvKn  Si-='i  r.K  Ansa,— Mrs,  Mason  has  just  wnttcn  to  me  to  say 
ym  iiix-  ii  ILllk-  bclti-T,  m<\  ihuso  .lt::ir  daiightors  of  yours,  Mary  and 
i)olly,  wh<.m  I  shall  fvcr  fcfl  mc  my  nwii  cliildreii,  have  often  a.n- 
si.k-ci  mc  by  Ihdr  k'ltcrs  sinco  yuu  wltl-  uiiablu  t.i  write.  Your  hus- 
liaiiil  and  buys  H"i  have  written  (rcqucntly— all  in  that  affectionate 
fvvliiii;  t'luar.N  vm  wliidi  manifested  their  deep  love;  and  although 

l.in^'  aii.l  iiaiiilMI  MekiKss.  ytl  am  I  very  thankful  to  the  Almighty  for 
his  favixs  in  lieslou iii^'  such  ikvctcd  friends  as  have  surrounded  your 

pillow. 

My  dear  hi.sbaud  is  recoverinir,  I  hope,  slowly,  thouijh  still  confined 
toiiisbe.l.  Ho  speak^-of  yon  to  me  every  day  with  all  the  partiality 
imd  love  of  a  lender  brother,  and   arrleiilly  hopes  that  we  may  be  long 
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ernor  Barbour's.     The  next  day  Mr.  Clay  came  for  a  few 
t  did  not  meet  the  President  here.     I  regretted   much  not 
rs.  Clay,  as  she  would  have  talked  to  me  of  you. 
ar  sister,  strive  to  get  well  and  strong  for  my  sake  and  your 
s;  what  should  we  do  without  you  I     As  soon  as  my  eyes  are 
ill  write  to  dear  Mrs.  B.     In  the  meantime  offer  her  my  love 
aks  for  all  her  goodness  to  you. 
a,  my  dear,  ever  and  always. 

Your  loving  sister, 

Dolly  P.  Madison. 

e  late  Mr.  Gladstone's  letters  will  give  him  in  history  a 

J  that  his  speeches  and  statesmanship  alone  could  never 

in  even  for  so  illustrious  an  orator  and  profound  a  states- 

i.     We  make  place  for  one  letter  from  Queen  Victoria's 

atest  Prime  Minister,  so  Ixifitting  the  man  that  wrote  it, 

kindly  to  the  illustrious  sufferer  stricken  down  by  foulest 

me,  so  tender  and  so  consoling  to  the  amiable  recipient  of 

»  profound  and  heartfelt  sympathy  as  to  call  for  no  further 

*mment. 

liGHT  Honorable  W.  E.  Gladstone  to  Mrs.  J.  A.  Garfield. 

London,  July  21,  1881. 
Orak  Madam: 

You  will,  I  am  sure,  excuse  me,  thouji^h  a  personal  stranj^^cr,  for 
addressing  you  by  letter  to  convey  to  you  the  assurances  of  my  own 
feelings  and  those  of  my  countrymen,  on  the  occasion  of  the  late  hor- 
rible attempt  to  murder  the  President  of  the  United  States,  in  a  form 
more  palpable  at  least  than  that  of  messages  conveyed  by  telegraph. 
Those  feelings  have  been  feelings  in  the  first  instance  of  sympathy, 
and  afterwards  of  joy  and  thankfulness  almost  c*omparable,  I  venture 
to  say  only  second  to  the  strong  emotions  of  the  great  nation  of  which 
he  is  the  appointed  head.  Individually,  I  have,  let  me  beg  you  to 
believe,  had  my  full  share  in  the  sentiments  which  have  possessed  the 
British  nation.  They  have  been  prompted  and  quickened  largely  by 
what  I  venture  to  think  is  the  ever-growing  sense  of  harmony  and 
mutual  respect  and  affection  between  the  countries,  and  of  a  relation- 
ship which  from  year  to  year  becomes  more  and  more  a  practical  bond 
of  union  between  us.  But  they  have  also  drawn  much  of  their  strength 
from  a  cordial  admiration  of  the  simple  heroism  which  has  marked  the 
personal  conduct  of  the  President,  for  we  have  not  yet  wholly  lost  the 
capacity  of  appreciating  such  an  example  of  Christian  faith  and  manly 
fortitude.     This  exemplary  picture  has  been  made  complete  by  your 
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own  contribution  tn  its  noble  and  touching  features,  on  which  I  only 
(urbear  to  dwell  because  1  am  addreasiag  you.  I  beg  to  have  ray 
respectful  corapliments  and  congratulations  conveyed  to  the  President, 
and  to  remain,  dear  madam,  your  most  faithful  servant. 

W.  E.  Gu 


LETTERS   OF   GRATITUDE. 

33.  Letters  of  gratitude  are  expressions  of  a  due  apprt'- 
c'iatJoQ  of  favors  received,  accompanied  by  good  will  to  the 
benefactor. 

D.  S.  Gregory,  in  "Christian  Ethics,"  says  "  Gralilude 
is  the  natural  response  of  the  heart  to  kindnesses  intended  or 
received.  It  implies  (as  a  moral  sentiment)  the  desire  to 
show  a  proper  appredation  of  the  favor,  and  to  requite  it  if 
possible. " 

Camihupce,  November  9.  18T3. 
Dkan  Madam: 

I  have  had  the  pleasure  of  receiving  your  note  and  (lie  poems 
you  were  kind  enough  to  send  me,  and  beg  j-ou  Co  accept  my  thanks 
for  tbis  mark  of  your  consideration. 

ThcsB  poems  I  have  read  vilh  interest  and  sympathy,  and  feel  how 
j-tqM  a  comfort  it  must  be  t()  yciu  ti>  Ik;  able  to  occupy  the  leisure  which 
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lent.     If, 


iiuHini:  i)f  the  birds, 

hLil  sings  within. 

lay  never  fail  vou,  I  am.  Dear  Mad^r 


c  members  of  the  Senate  and  the 
;i;Ue   of   Pennsylvania    my    sincere 

■Unrinffthewar? 

in:tiiy  expressions  of  appreciation 
K'  since  tlie  war  with  Spain,  I  am 


N  Miller  Gould. 


§  23  LETTER  WRITING.  31 

The  following  public  letter  of  thanks  was  written  by 
Rudyard  Kipling: 

Hotel  Grenoble,  Easter  Day,  'd9. 
Dear  Sir  : 

Will  you  allow  me  through  your  columns  to  attempt  some 
acknowledgment  of  the  wonderful  sympathy,  affection,  and  kindness 
shown  towards  me  during  my  recent  illness,  as  well  as  the  unfailing 
courtesy  that  controlled  its  expression  ? 

I  am  not  strong  enough  to  answer  letters  in  detail,  so  I  must  take 
this  means  of  thanking  as  humbly,  as  sincerely,  the  countless  people 
of  good  will  throughout  the  world,  who  have  put  me  under  a  great 
debt  I  can  never  hope  to  repay. 

Faithfully  yours, 

Rudyard  Kipling. 


As  a  letter  writer  General  Grant  was  clear,  direct,  unaf- 
fected, but  likewise,  as  occasion  demanded,  delicate  and 
sympathetic.  His  letter  to  General  Sherman,  written  in 
March,  1864,  is  a  case  in  point. 

Dear  Sherman  : 

The  bill  reviving  the  grade  of  Lieutenant-General  in  the  army 
has  become  a  law,  and  my  name  has  been  sent  to  the  Senate  for  the 
place.  I  now  receive  orders  to  report  to  Washington  immediately  in 
person,  which  indicates  a  confirmation,  or  a  likelihood  of  confirmation. 

I  start  in  the  morning  to  comply  with  the  order. 

Whilst  I  have  been  eminently  successful  in  this  war,  in  at  least 
gaining  the  confidence  of  the  public,  no  one  feels  more  than  I  how 
much  of  this  success  is  due  to  the  energy  and  skill,  and  the  harmonious 
putting  forth  of  that  energy  and  skill,  of  those  whom  it  has  been  my 
good  fortune  to  have  occupying  subordinate  positions  under  me. 

There  are  many  officers  to  whom  these  remarks  are  applicable  to  a 
greater  or  less  degree,  proportionate  to  their  ability  as  soldiers:  but 
what  I  want  is  to  express  my  thanks  to  you  and  McPherson,  as  the 
men  to  whom,  above  all  others,  I  feel  indebted  for  whatever  I  have 
had  of  success. 

How  far  your  advice  and  assistance  have  been  of  help  to  me  you 
know.  How  far  your  execution  of  whatever  has  been  given  you  to 
do  entitles  you  to  the  reward  I  am  receiving,  you  cannot  know  as  well 
as  I. 

I  feel  all  the  gratitude  this  letter  would  express,  giving  it  the  most 
flattering  construction. 

The  word  you  I  use  in  the  plural,  intending  it  for  McPherson  also. 


IT 
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:ne  day;  but,  starting  in  the  morning, 

Your  friend. 

U.  S,  Gra>t. 

Major-Geiural. 

How  truly  unselfish  this  letter  of  a  truly  modest  yet  illus- 
trious man.  Thoughtful  sympathy  and  earnest  gratitude 
run  through  its  every  line.  Grant  speaks,  indeed,  of  his 
success,  but  see  how  he  generously  attributes  it,  in  a  very 
large  measure,  to  the  energy  and  skill  of  his  subordinates, 
especially  Generals  Sherman  and  McPherson,  How  expres- 
sively tender  the  assurance  that  he  feels  all  the  gralilude  his 
letter  under  the  most  flattering  construction  could  convey. 
No  one  can  reati  such  a  letter,  written  at  a  time  when  suc- 
cess and  adulation  would  have  turned  the  brain  of  a  weak 
and  hardened  the  heart  of  a  selfish  man,  without  recog- 
nizing the  true  greatness  of  soul  that  enabled  Grant  to 
achieve  such  success  in  the  field,  and  thi-n,  in  the  Chief 
Magistracy  of  the  Nation,  heal  so  many  of  the  wounds 
inflicted  by  a  criiel  internecine  conflict. 


I.KTTi:if*  OF  KAIINKST  CiO(»I»  rOfNSEl.. 

34.  I-L'ttcr,^  of  earnest  gond  counsel  may  be  addressed 
by  i>;irt'nls  to  cliildrcn,  l>y  brother  to  brother,  by  friend  to 
friend,  by  suix;rior  tu  inferior. 

Mk.    WKHSTK.k   TO   Mastkk   Danif.l   WKr.SlKR. 

\V.v.lllM.uiN.  ^[;lrl.■hO,  ISIS, 
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complaint  of  you,  and  believe  you  are  doing  very  well.  I  expect  to 
find  you  when  I  see  you  next,  not  a  mere  child,  thinking  of  nothing  but 
play  and  amusements:  but  a  manly  boy,  fond  of  the  company  and  con- 
versation of  your  father  and  mother,  and  laboring  to  improve  your 
mind. 

Two  or  three  things  I  wish  now  to  impress  on  your  mind.  First, 
you  cannot  learn  without  your  own  efforts.  All  the  teachers  in  the 
world  can  never  make  a  scholar  of  you,  if  you  do  not  apply  yourself 
with  all  your  might. 

In  the  second  place,  be  of  good  character,  and  good  behavior;  a  boy 
of  strict  truth,  and  honor,  and  conscience  in  all  things.  Have  but  one 
rule,  and  let  that  be,  always  to  act  right,  and  fear  nothing  but  to  do 
wrong. 

Finally,  "  Remember  your  Creator,  in  the  days  of  your  youth."  You 
are  old  enough  to  know  that  God  has  made  you,  and  given  you  a  mind, 
and  faculties;  and  will  surely  call  you  to  account. 

Honor  and  obey  your  parents;  love  your  sister  and  brother;  be 
gentle  and  kind  to  all;  avoid  all  peevishness  and  fretfulness; 'be 
patient  under  restraint,  and  when  you  cannot  have  what  you  wish. 

Look  forward,  constantly,  to  your  approaching  manhood,  and  put 
off  every  day,  more  and  more,  all  that  is  frivolous  and  childish.  Provi- 
dence has  taken  from  us  your  dear  uncle  Edward,  in  the  full  vigor  of 
his  life.  It  is  an  awful  affliction  to  us  all ;  but  we  must  submit  to  the 
will  of  God. 

Now,  you  must  see  how  soon  you  can  become  what  he  was,  a  com- 
panion to  your  father  and  mother,  and  a  comfort  to  us  all. 

May  Heaven  bless  you,  my  dear  grandson,  and  may  you  continue 
an  object  of  warm  affection  to  all  your  family  connections,  and  all  your 
friends. 

Your  affectionate  grandfather, 

Danikl  Wkkstkr. 


L,ETTERS  OF  SPECIAT^  REQITEST. 

25.  Letters  of  special  request  are  those  addressed  by  one 
friend  to  another,  asking  for  the  grant  of  some  particular 
kindness,  consideration,  or  favor. 

George  Crabbe  to  Edmund  Burkk,  Esq. 

vSiR. — I  am  sensible  that  I  need  even  your  talents  to  apologize  for  the 
freedom  I  now  take;  but  I  have  a  plea  which,  however  simply  urged, 
will,  with  a  mind  like  yours,  sir,  procure  me  a  pardon;  I  am  one  of 
those  outcasts  of  the  world,  who  are  without  a  friend,  without  employ- 
ment, without  bread. 
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Pardon  me  a  short  preface.  I  had  a  partial  father,  wbu  gave  tne  a 
better  education  than  h'm  broken  furtune  would  have  allowed ;  and  a 
better  than  was  necessary,  as  he  could  give  me  that  only.  I  was 
designed  for  the  profession  of  physic;  but  not  having  wherewithal  to 
complete  the  requisite  studies,  the  design  that  served  to  convince  me 
of  a  parent's  affection,  and  the  error  it  had  occasioned.  In  April  last  I 
came  to  London,  with  three  pounds,  and  flattered  myself  that  this 
would  be  sufficient  to  supply  me  with  the  common  necessaries  of  lite, 
till  my  abilities  should  procure  me  more;  of  these  1  had  the  highest 
opinion,  and  a  poetical  vanity  contributed  to  my  delusion.  1  knew 
little  of  the  world,  and  had  read  books  only;  I  wrote,  and  fancied  per- 
fection in  my  compositions;  when  I  wanted  bread  they  promised  me 
affiuence,  and  soothed  me  with  dreams  of  reputation,  whilst  my  appear- 
ance subjected  me  to  contempt. 

Time,  reflection,  and  want,  have  shown  me  my  mistake.  I  see  my 
trifles  iu  that  which  1  think  the  true  light;  and,  whilst  I  deem  them 
such,  have  yet  the  opinion  that  holds  them  superior  to  the  common  run 
of  poetical  publications. 

I  had  some  knowledge  of  the  late  Mr.  Nassau,  the  brother  of  Lord 
Rochford:  in  consequeuce  of  which,  I  asked  his  lordship's  permission 
to  inscribe  my  little  work  to  him.  Knowing  it  to  be  free  from  all  polit- 
ical allusions  and  personal  abuse,  it  was  no  very  material  point  to  me 
to  whom  it  was  dedicated.  His  lordship  thought  it  none  to  him,  and 
obligingly  consented  to  my  request 

I  was  told  that  a  subscription  would  be  the  more  profltable  method 
with  me,  and,  therefore,  endeavored  to  circulate  copies  of  the  inclosed 
proposals. 

1  am  afraid,  sir,  I  disgust  you  with  this  very  dull  narrative,  but 
believe  me  punished  in  the  misery  that  occasions  iL  Vou  will  conclude 
that,  during  this  time,  I  must  have  >Jcen  at  more  expense  than  I  could 
afford :  indeed,  the  most  parsimonious  tuuld  not  have  afforded  it.  The 
printer  deceived  me,  and  my  little  business  has  had  every  delay.  The 
people  with  whom  I  live  perceive  my  situation,  and  find  me  to  be 
indigent  and  without  friends.  About  ten  days  since,  I  was  compelled 
to  give  a  note  of  seven  pounds,  to  avoid  an  arrest  for  about  double  that 
sum,  which  I  owe.  I  wrote  to  every  friend  that  I  had.  but  ray  friends 
are  poor  likewise;  the  time  of  pa;?ment  approached,  and  I  ventured  lo 
represent  my  case  to  Lord  Rochford.  I  begged  tci  Ije  credited  for  this 
sum  till  I  received  it  of  my  subscribers,  which.  I  believe,  will  be 
within  one  month ;  but  to  this  letter  I  had  no  reply,  and  1  have  prob- 
ably offended  by  my  importunity.  Having  used  every  honest  means 
in  vain,  1  yesterday  confessed  my  inability,  and  obtained,  with  much 
entreaty,  and  as  the  greatest  favor,  a  week's  forbearance,  when  I  am 
positively  told  that  I  must  pay  the  money,  or  prepare  for  a  prison. 

You  will  guess  the  purpose  of  so  long  an  introduction.  1  appeal  to 
you,  sir.  as  a  good.  and.  let  me  add.  a  great  man.     I  hav'e  no  better 
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pretensions  to  your  favor  than  that  I  am  an  unhappy  one.  It  is  not 
easy  to  supf>ort  the  thought  of  confinement,  and  I  am  coward  enough 
to  dread  such  an  end  to  my  suspense. 

Can  you,  sir,  in  any  degree,  aid  me  with  propriety  ?  Will  you  ask 
any  demonstrations  of  my  veracity  ?  I  have  imposed  upon  myself,  but 
I  have  been  guilty  of  no  other  imposition.  Let  me,  if  f>ossrble,  interest 
your  compassion.  I  know  those  of  rank  and  fortune  are  teased  with 
frequent  petitions,  and  are  compelled  to  refuse  the  requests  even  of 
those  whom  they  know  to  be  in  distress ;  it  is,  therefore,  with  a  distant 
hope  I  ventured  to  solicit  such  favor;  but  you  will  forgive  me,  sir,  if 
you  do  not  think  proper  to  relieve.  It  is  impossible  that  sentiments 
like  yours  can  proceed  from  any  but  a  humane  and  generous  heart 

I  will  call  upon  you,  sir,  tomorrow,  and  if  I  have  not  the  happiness 
to  obtain  credit  with  you.  I  must  submit  to  my  fate.  My  existence  is 
a  pain  to  myself,  and  every  one  near  and  dear  to  me  are  distressed  in 
my  distresses.  My  connections,  once  the  source  of  happiness,  now 
embitter  the  reverse  of  my  fortune,  and  I  have  only  to  hope  a  speedy 
end  to  a  life  so  unpromisingly  begun;  in  which,  (though  it  ought  not  to 
be  boasted  of)  I  can  reap  some  consolation  from  looking  to  the  end  of 
it  I  am,  sir,  with  the  greatest  respect,  your  obedient  and  most 
humble  servant, 

George  Ckabbe. 

letters  of  inquiry. 

26.  Letters  of  inquiry  are  frequently  interchanged  amongf 
friends.  They  may  deal  with  persons,  with  politics,  with  his- 
torical events,  or  with  science  and  art  These  letters  cover 
a  very  comprehensive  field. 

Springfield,  Illinois,  October  26,  I860. 
Major  David  Hunter. 

My  dear  Sir : — Your  very  kind  letter  of  the  20th  was  duly  received, 

for  Which  please  accept  my  thanks.     I  have  another  letter,  from  a  writer 

unknown  to  me,  saying  the  officers  of  the  army  at  Fort  Kearney  have 

determined,  in  case  of   the  Republican  success,  at  the  approaching 

Presidential  election,  to  take  themsefves,  and  the  arms  at  that  point. 

South,  for  the  purpose  of  resistance  to  the  government.     While  I  think 

there  are  many  chances  to  one  that  thi^  is  a  humbug,  it  occurs  to  me 

that  any  real  movement  of  this  sort  in  the  army  would  leak  out  and 

become  known  to  you.     In  such  case,  if  it  would  not  be  unprofessional 

or  dishonorable  (of  which  you  are  to  be  judge),  I  shall  be  much  obliged 

if  you  will  apprise  me  of  it. 

Yours  very  truly, 

Major  David  Hunter,  A.  Lincoln. 

Fort  Leavenworth.  Kansas. 
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LETTERS  or  NAnii,\Tirs. 

27.  The  following  letter  written  by  Sir  Henry  Bessemer, 
the  famous  inventor  of  the  Bessemer  process  of  making  steel, 
to  his  niece  Mrs.  Charles  Allen,  may  be  classed  as  a  letter  of 
narrative. 

Denmark  Hill,  Luniwh,  S.  W,,  March  31.  1897. 

My  Dear  NUce :  Allow  ine  to  tliank  you  very  much  for  the  most 
interesting  specimen  of  embossing  iii  Utnxht  velvet  which  you  hovu 
iteen  so  kind  as  to  send  me  ;  it  brings  back  old  remembrances  Uiat  will 
be  for  ever  dear  to  mt. 

My  sister  was  an  artist  -with  more  than  average  obility  in  water- 
color  draw  injf,  and  excelled  greatly  in  the  arL  of  embroidery  in  silt, 
and  in  due  course  was  appointed  emtiroideress  to  the  Princess  Victoria 
before  she  liecamc  (^ueen. 

It  is  rather  civious  that  J  seemed  born  with  an  instinctive  taste  for 
designing  patterns,  and  when  I  reflect  on  my  natural  aptitude  for 
mechanical  inventions,  this  old  power  of  designing  foliage,  and  flowers, 
btit  more  especially  grotesque  ideal  B«ra11  work  and  foliage,  it  seeros  to 
me  to  have  been  a  sort  of  faculty  of  inventing  unseen  forms  in  almost 
endless  variety,  and  when  I  was  only  eighteen.  I  designed  for  one  year 
tlie  principal  Indian  patterns  for  the  great  Indian  silk  merchants  Ever- 
inglons  of  Ludgate-Hill.  It  is  a  curious  fact  in  cunneclion  with  your 
friend's  letter  that  I  designed  the  patterns  embroidered  by  my  sister, 
in  the  draperies  of  the  beautiful  cradle  of  her  Gracious  Majesty's  first 
infant,  at -which  early  period  I  had  the  honor  to  be  an  exhibitor,  togetbcr 
with  my  sister,  at  the  Royal  Academy,  then  held  at  Somerset  House 
in  the  Strand. 

My  sister  had  made  a  great  number  of  flower  paintings  which  she 
put  together  in  a  portfolio  she  had  made,  and  on  which  she  asked  me 
to  write  in  bold  printing  letters,  "  Studies  of  Flowers  from  Nature  liy 
Annie  Bessemer,"  This  little  incident  shaped  my  whole  future  life. 
I  thought  I  would  write  the  inscription  in  gold  leHtrs,  and  ordered  two 
ounces  of  bronze  powder  (called  also  gold  powder)  but  which  is  really 
only  a  beautiful  line  brass,  intrinsically  worth  eight  pence  per  pound. 
I  was  charged  fourteen  shillings  for  my  two  ounces  of  lirass  jiowdcr, 
with  the  result  that  a  niBlerial  known  and  used  in  China  and  Japan 
for  more  than  1. 000  years,  was  siill  made  by  a  roundabout  hand  pnicess, 
henca  its  great  cost.  I  invented  an  elaborate  series  of  self-actmg 
machines  and  manufactured  it  successfully.  My  first  order  was 
ohtaincd  by  my  traveller,  from  the  Colebrookdale  Iron  Company,  for 
two  pounds  at  eighty  shillings  per  pound  net.  I  kept  the  process  a 
profound  secret  tor  about  thirty-six  years;  it  furnished  me  the  money 
necessary  for  pursuing  my  many  patented  inventions,  and  then  the 
secret  leaked  out,  prices  went  down  and  down  uutil  I  was  selling  the 
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same  article  for  which  I  had  eighty  shillings  a  pound,  as  low  as  two 
shillings  and  ninepence,  when  I  gave  up  the  manufacture. 

But  I  am  letting  my  pen  run  away  with  me,  and  forgetting  all  about 
Utrecht  velvet.  Between  forty  and  fifty  years  ago,  I  was  exhibiting 
some  specimens  of  castings  from  natural  objects,  cast  in  white  metal 
and  which  were  coated  by  a  thin  film  of  copper  deposited  thereon  from 
an  acid  solution  of  that  metal.  The  Exhibition  was  known  as 
•*  Toblisses' "  Museum  of  Arts  and  Manufacture,  which  occupied  the 
site  of  the  present  National  Gallery  in  Trafalgar  Square. 

These  specimens  were  seen  and  admired  by  Mr.  Pratt,  an  uphol- 
sterer in  Bond  Street,  and  he  sought  me  out,  showing  me  a  beautiful 
piece  of  velvet  work  of  French  manufacture;  he  proposed  to  produce  a 
similar  effect  by  embossing  Utrecht  velvet.  He  had  tried  the  embossers 
of  cotton  velvet  at  Manchester,  but  they  had  utterly  failed.  This  stub- 
born pile  would  not  keep  down,  and  the  pattern  was  all  gone  in  a  few 
weeks. 

I  studied  the  question  both  from  a  chemical  and  a  mechanical  point 
of  view,  made  some  experiments,  and  found  that  my  plan  was  success- 
ful. The  simple  fact  is  that  wool,  like  the  hair  of  all  animals,  partakes 
of  the  property  of  horn,  and  is  fusible  by  heat,  but  that  high  tempera- 
ture  is  destructive  if  continued  for  more  than  a  second  of  time,  and 
my  rollers  would  burn  the  whole  fabric  if  worked  too  slowly.  There 
were  many  details  to  work  out,  and  when  that  was  done  I  constructed 
the  necessary  machinery  at  my  own  cost,  and  managed  to  have  six 
shillings  a  yard  for  all  the  velvet  I  passed  through  the  machine.  The 
first  work  done  by  the  machine  was  for  the  furnishing  of  a  suite  of 
rooms  in  Windsor  castle.  With  this  good  introduction  the  material 
became  popular  and  fashionable,  and  I  may  add  profitable.  I  increased 
the  demand  by  lowering  the  price,  and  when  it  got  down  to  one  shilling 
per  yard,  I  sold  the  machinery  to  a  manufacturer  of  Utrecht  velvet,  at 
Danbury  ;  the  price  eventually  came  down  to  twopence  per  yard,  and 
then  omnibusses  and  cabs  were  lined  with  it.  My  great  difficulty  was, 
I  could  find  no  one  capable  of  preparing  the  rolls,  and  had,  as  a  last 

resource,  to  do  it  myself 

Your  affectionate  uncle, 

Henry  Bessemer. 


LETTERS  OF  CEXSITRE. 

28.     Letters  of  censure  are,  in  social  life,  best  omitted 
A  father  or   mother   may,   however,    sometimes    be  justly 
called  on  to  reprove  a  son  with  the  view  to  his  improvement; 
so  too  may  a  superior  admonish    an  inferior.      Still  more 
rarely  may  a  friend  tender  his  friend  a  letter  of  charitable 


,r  , 


-  •      ^ 


'     y  f    "'^ y     ''  ^    *  '  ■*'  ^  ** 
X  *  ^     ...      J.  ^^ 


^ 


■  /^ 


•*         "^  ^T.    -"*    ""-^ 
,'  *  ■       ^^  - .-        _  ~. 

■    ■•.-      ■-■   '  -.'rv  i.r-'-iTJZ^l  it;— J 


I         ♦ 
.  /    III' 


§  23  LETTER  WRITING.  39 

assigned  to  the  new  Western  Department,  it  had  not  been  determined 
to  replace  General  Sherman  in  Kentucky ;  but  of  this  I  am  not  certain, 
because  the  idea  that  a  command  in  Kentucky  was  very  desirable,  and 
one  in  the  farther  West  undesirable,  had  never  occurred  to  me.  You 
constantly  speak  of  being  placed  in  command  of  only  3,000 — now  tell 
me,  is  not  this  mere  impatience  ?  Have  you  not  known  all  the  while 
that  you  are  to  command  four  or  five  times  as  many  ? 

I  have  been,  and  am  sincerely  your  friend ;  and  if  as  such,  I  dare 
make  a  suggestion,  I  would  say  you  are  adopting  the  best  possible 
way  to  ruin  yourself.  "Act  well  your  part,  there  all  the  honor  lies." 
He  who  does  something  at  the  head  of  one  regiment,  will  eclipse  him 
who  does  nothing  at  the  head  of  a  hundred. 

Your  friend  as  ever, 

A.  Lincoln. 


LETTERS  OF  IXVITATIOX,  ACCEPTANCE,  AND  REGRET. 

29.  Invitations  to  dinners,  receptions,  etc.  are  usually 
conveyed  by  notes  (see  Art.  30).  There  are  cases,  however, 
in  which  letters  may  properly  be  used.  Take  the  case 
exemplified  by  the  first  of  the  following  letters:  Mr.  Mathe- 
son  feels  that  his  guest  Colonel  Lee  would  find  Mr.  Graham 
a  congenial  associate  and  wishes  to  invite  the  latter  to  din- 
ner. He  is  not  particularly  intimate  with  Mr.  Graham,  and 
cannot  therefore  write  a  familiar  note,  beginning  with 
**Dear  Graham";  on  the  other  hand,  a  formal  note  in  the 
third  person  would  be  too  ceremonious  and  stiff.  The  writer 
therefore  resorts  to  the  ordinary  letter.  The  acceptance  or 
letter  of  regret  has  of  course  the  same  form  as  the  letter  of 

invitation. 

Letter  of  Invitation. 

15  Court  Street, 

Brooklyn,  N.  Y., 

March  17.  1899. 
Hugh  Graham,  Esq., 

New  York  City. 

My  Dear  Sir : 

My  friend,  Colonel  Lee,  of  Virginia,  is  now  visiting  me,  and  I 

am  very  anxious  that  you  should  meet  him. 

We  shall  esteem  it  a  great  favor  if  Mrs.  Graham  and  yourself  do  us 

the  honor  to  come  to  dine  next  Thursday  evening  at  7  o'clock. 

Very  sincerely  yours, 

Robert  Matheson. 
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■  Acceptance. 


MO  Maliisun  Avekus, 

New  York  Citv, 

Marcb  IB.  1889. 
RoiJERT  Matiieson,  Esij., 

Brooklyn.  N.  Y. 
My  Dear  Sir  ; 

Your  kind  favor  of  the  17th  inst,  I  have  received,  and  acfcnon-l- 
edge  v/ith  hcuriy  thonk^i.  I  shull  be  glad,  indeed,  to  meet  your  frien<l. 
Colonel  Lee,  of  whom  I  have  so  long  and  favorably  heard. 

Mrs.  Graham  and  myself  gratefully  accept  your  invitation  to  Oinner 
on  Thursday  evening  next. 

Very  truly  yours, 

HlIUIlGRAItAU 
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ti)  .ittend   Mr.  I.ovi 
II  friiihtfiied  at  the  i< 


My  w:,i-invsl  lluuik-.,  Ii.>wu 
Uclubtr  :;,  IHIG. 


tr)n  at  th^   fi'asl 


:1 


1! 


T.i  : 


(.  .•;• 


<.  .c 


♦ 


.'•ttcr 
city, 
;nts. 
I'onnal 


•  <c(\  for 
.  y  to  use 
s  always 

:c  like  the 

(late  the 

generally 

!'  the  same 

.     The  full 

;»c,  and  the 

•   envelope. 

•pt-s,  nor  il«) 

'x'  third  ]K-r- 

n^  pn»nc.'  to 

:iexperiencxd 


'  the  pleasure  nf 
I  will  ciill  al  H 


Mr.  Edwards  " 
■Jiust  be  looked 


•»te,    lKii\L';  ii^ 
it  IS  allow. i!)!^- 


la  LETTER  WRITING.  §W 

to  place  it  at  the  top.  Notes  in  the  familiar  form  may  quite 
properly  have  the  date  at  the  lop. 

34.  French  Phrases. — The  following  French  phrases 
and  words,  or  their  initials,  are  sometimes  used  on  notes  and 
cards: 

R.  S.   y.  P.     Ripondei.  i'il  vims  ptaU—axi^veT,  if  you  please. 
P,  P.  C.     Pour  prendre  congi—xu  take  leave. 
Costume  de  riguer — full  dress,  in  character. 
fla/H/iijjHC— tnasquerade  ball. 
Hoii-fS  datisatiti: — dnnting  parly. 

These  phrases  are,  however,  passinjj  out  of  use. 

35.  Bui)er8crtptlon, — The  envelope — or   if   there   are 

two  envelopes,  the  inside  one — should  bear  only  the  name 
of  the  party  addressed.  This  applies  to  notes  of  invi- 
tation, and  in  genera!  to  notes  sent  by  messenger.  Notes 
to  persons  living  in  another  city — ^or  locality — maybe  sent 
by  mail  like  letters.  In  this  case  the  full  address  is  put  on 
the  outer  envelope  and  only  the  name  and  title  on  the  inner 
envelope.  A  note  to  a  married  couple  may  have  the  names 
of  both  for  the  superscription;  as,  Mr.  and  Mrs.  Robert 
Diinlap.  When,  however,  both  names  are  mentioned  in  the 
note,  it  is  quite  customary  to  put  only  the  wife's  name  on 
the  envcliipe. 

Familiar  notes  arc  in  effect  short  letters,  and  are  sujx;r- 
scribed  like  ordinary-  letters,  when  sent  by  mail. 


INVITATIONS. 

3C.  Xotcs  of  Invitation. — These  include  invitations 
tri  i/iinurs,  to  '.,-t;/i/iiii;s,  to  l>a/Is  and  si'ciui  parties,  to  college 
ami  ioeiely  miniversarits.  :md  to  many  other  social  functions. 

Wl.  IMmici-s.^Aii  invitation  to  a  dinner  should  contain 
tile  name  of  the  jK^rson  for  wliom  the  invitation  is  intended 
and  should  state  vltv  clearly  the  date  and  hour  of  the  dinner. 
Tlie  invitation  may  be  either  writlcn  or  printed. 

Invitations  to  dinner  should  always  be  answered,  as  it  is 


I 
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necessary  for  the  host  or  hostess  to  know  the  number  of 

persons  that  will  be  present. 

We  give  some  forms  for  dinner  invitations: 

Mr.  James  E.  Colvin  requests  the  pleasure  of  Mr.  E.  Howard  Sloan's 
company  at  dinner,  on  Wednesday  evening,  June  28,  at  eight  o'clock; 

410  Griswold  Ave. 


Mr.  and  Mrs.  Cavendish  have  the  honor  of  inviting 
Mr.  and  Mrs.  Lansing  Lewis  to  dinner,  Saturday, 
February  11,  1899,  at  seven  o'clock  p.  m. 

38.  Wedding:    Invitations. — Invitations   to  weddings 

should  be  issued  ten  days  or  more  before  the  ceremony,  by 

the  bride's  parents  or  nearest  friend.     They  may  be  engraved 

in  script,  written,  or  printed   from  type  on  cards  or  note 

paper.     The  note  form  is  preferable  for  an  invitation  of  this 

kind.     The  form  of  invitation  following  does  not  require  an 

answer.     The  invitation  is  usually  accompanied  by  a  church 

admission  card ;  sometimes  a  reception  card  is  also  sent  with  it. 

Mr.  and  Mrs.  L.  O.  Price 

request  your  presence 

at  the  marriage  of  their  daughter 

Winifred  Davis 

to 

Andrew  Jackson  Houston, 

Friday  Evening,  April  sixth, 

Eighteep  Hundred  and  Ninety-Nine. 

New  Orleans,  La. 

39.  Announeenient. — A  wedding  announcement  may 
have  the  following  form : 

Mr.  Samuel  E.  Denton, 

Miss  Mary  Folmer 

Married 

Wednesday,  June  fourteenth,  1899. 

At  home  after  July  twelfth, 

483  Madison  Ave. 

Another  method  is  to  have  merely  the  announcement 
written  or  engraved  on  the  note  sheet  and  the  **at  home" 
on  a  card,  as  follows: 

Mr.  and  Mrs.  Samuel  E.  Denton 

At  home  after  July  12, 

433  Madison  Ave. 


r 

^B  40.     Invitations  to  Partles.~The  following  notes  will 

^^k  serve  as  models  for  invitations  to  parties,  balls,  etc. 


LETTER  WRITING. 


Mr.  nnd  Mrs.  M.  W.  Blorey  request  the  pleasure  c 
Miaa  Estey's  tompany  un  Thursday  evcniDK.  March  3.  c 
eight  a  cluck  ■ 

3. 

Mr.  antl  Mrs.  E.  F.  Payiit   reijuest  the  pleasure  c)f  you 

comiiauy  on  Tuesilay  evening.  C)clober  23,  from  eight  I 

eleven  o'clock,  to  meet  Colonel  and  Mrs.  Harding. 

1637  Spruce  St. 


Mr.  and  Mrs.  A.  Barton  ro*[uest  Ihc  honor  of  your  com- 
pany Uj  fi^lobrale  the  fifteenth  birthday  of  thfir  tlauyhler 
AiiUL's,  on  Monday  evening,  Novfrnber  23. 


1 


The  pli 


of  j-onr  compEiny  is  requested  at  the 
Jnnior  Promenade 
Friday  evening,  May  15,  at  nine  o'clock. 
The  Armory. 


41.  l-'iiniMlar  Xoics. — Between  intimate  friends  the 
fornialilv  of  thu  third  porson  is  often  dropped  and  the  style 
of  the  familiar  luttcr  is  used;   thus: 

I.KAKju.lN. 

I'ninlc  is  to  he  iicrc  this  evening.     Can   you 


;  gi-tting  up  a  little  party  to  go  to  the 
".11,     Will  you  not  join  us?     If  youwiU 
V'lii  at  "iieo'dock.      Try  to  go. 
Voiir  frieiirl. 

SAHAir. 


4'i.     Mlsccllimoons  XoU-s  of  Tnvllnlloii.— The  follow- 
inj,'  are  rmlus  appni]iri;il>>  fur  v;iri(His  occasions,  not  included 
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At  Home,  June  4. 
Miss  Williams  presents  her  love  to  Miss  Thompson,  and 
requests  the  pleasure  of  her  company  at  an  evening  social, 
on  Monday,  the  10th  instant. 


Yourself  and  family  are  respectfully  invited  to  attend 

the  funeral  of 

Mr.  Thomas  Ilorton 

from  the  family  residence,  803  Green  St.,  on  Friday,  the 

14th  inst.,  at  ten  o'clock  a.  m. 

Interment  in  Avondale  Cemetery. 


The  Class  of  '97 

of  the 

University  of  Illinois 

invite  you  to  be  present 

at  their 

Commencement  Exercises 

June  fourth  to  ninth, 

1897. 


ACCEPTANCES  AXD    REGRETS. 

43.  Except  in  the  case  of  dinners,  it  is  not  necessan'-  to 
send  an  acceptance  to  an  invitation  to  an  entertainment  unless 
the  invitation  contains  a  specific  request  for  an  answer.  A 
regret^  that  is,  a  non-acceptance,  must  be  sent  in  case  one  is 
unable  to  attend. 

An  invitation  to  a  dinner  should  be  answered  at  once. 
Other  invitations  requiring  an  answer  should  be  answered 
within  three  days  of  the  receipt  of  the  invitation.  If  a 
person  finds  at  the  last  moment  that  he  cannot  attend,  a 
regret  should  be  sent  the  day  after  the  party. 

The  style  of  the  acceptance  or  regret  should  correspond 
somewhat  to  the  style  of  the  invitation.  A  formal  note 
demands  a  formal  answer,  a  familiar  note  a  familiar  answer. 

Notes  of  acceptance  and  regret  should  be  written. 

44.  Models. — The  following  forms  of  acceptances  and 
regrets  are  in  answer  to  the  preceding  invitations. 


LETTER  WRITING. 


Mr.  E.  Howard  Slnan  accepts  with  plet 
tatton  fur  Wednesday  evening,  June  28tli. 
Friday,  June  2ail. 


e  Mr.  Colvin's  kind  Invi- 


Mr.  Sloan  regrets  lha(,  owing 
to  accept  Mr.  Colvin's  kind 
Friday,  June  a3d, 

Hy  Deak  Sakau: 

I  shall  be  greatly  pleased 


bu.siness  engagement,  he  is  unable 
fur  Wednesday  evening. 


forrn  one  of  yoi 
and  will  U;  ready  at  the  uppointed  time. 


■  parly  for  Friday 


Miss  Thompson  accepts  with  pleasure  the  charming  itn-itjitioii  of 
Miss  Williams  for  Mondny  evening  next. 
Hib  Uiuliaoa  Ave.,  Juue  S. 


MISCFI.I.ANEOUS   NOTKS, 

4.'i.  NritCM  arc  cliicfty  used  in  msittcrs  of  ceremony,  a? 
invitittidiis,  clc.  They  niiiy,  however,  be  used  under  otiiei 
circtimstiincc.s,  as  illustnitgd  by  the  followinjf: 


i 


Will   Mr.  Sn.nv  kimllv 
opv'.f  ■■]liinjLT'sM;tn'" 
J,m..fith, 

Mr.  iTtulsuri,  having  lui 
lill  iK'Khi'i  il'Mi--  Arlk-v 
■il.«.'k  tliisiiriL'ni.Kiti. 


i-nd  Miss  Saunders,  for  the  afternoon,  his 
no"'  for  June  ? 


vKDwicK  TO  AmiiRAT.   Farragut. 

I3th  July.  SiUNRV  Lo[.i-,F.. 
ik  pri-<i'nts  his  tomplinients  to  Admiral 
hf  is  iiiuv  rosidt'Ml  at  the  above  address. 
■  ill  IxKiidiiii;  ship,  or  he  would  wait  in 
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person  on  Admiral  Farragut.     The  Earl  of  Hard  wick  hopes  that  he 
may  be  able  in  some  way  to  gain  Admiral  Farragut's  friendship. 

Admiral  Farragut,  U.  S.  Navy. 


CARDS   OF  CEREMONT. 

46.  Cards  are  sometimes  used  instead  of  notes  to  convey 
invitations  to  social  functions,  as  weddings,  receptions,  etc. 
Cards  thus  used  are  classed  as  cards  of  ceremony. 

The  forms  of  invitations  previously  given  for  notes,  with 
the  exception,  of  course,  of  the  familiar  form,  are  equally 
applicable  to  cards.  It  is  therefore  unnecessary  to  give 
other  models. 

In  order  that  the  written  or  printed  matter  may  not 
appear  crowded,  cards  of  ceremony  are  nece3sarily  quite 
large.  The  usual  size  is  about  3  in.  X  H  ^^-  ^^  ^\  ^^-  X  ^  ^^• 
The  cards  should  be  of  the  finest  quality  of  cardboard.  The 
color  is  usually  white. 

Cards  of  ceremony,  like  notes,  may  be  enclosed  in  either 
one  or  two  envelopes,  depending  on  the  circumstances  of 
the  deliver}\  The  remarks  we  have  made  regarding  the 
superscription  and  delivery  of  notes  apply  also  to  cards. 


BUSINESS,  PROFESSIONAL.,  AND  OFFICIAL.  CARDS. 

47.  Business  men  use  cards  to  show  the  business  in 
which  they  are  engaged  and  to  give  their  address.  They 
are  generally  used  as  a  matter  of  convenience,  although  they 
may  be  used  for  advertising  purposes. 

Cards  are  also  used  by  professional  men  and  public  officers 
for  professional  and  official  purposes.  Such  cards  should 
contain  the  person's  name  and  professional  or  official  title ; 
the  address  may  or  may  not  be  added. 

Business  and  professional  cards  may  be  printed  with  ordi- 
nary type,  but  are  usually  printed  from  handsomely  engraved 
plates.     They  should  always  be  plain,  neat,  and  tasteful. 

The  following  are  forms  generally  used : 
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HAVEN  &  STOUT. 
J  Nassau  S'ikicki',  ixjkkilk  Wall  St. 


Meuibcrs  of  1 
bove  Bichnnges 


Nkw  Yohk  stock  GXCttAXaK. 

NKW  YOHK  CoTTOH    BxC). 


I 


HENRY  W.  WILMER.  CdKsui.TiSG  Engimbeb, 


I 


Mf'ator works,  Si'W"ern.Kc.  and 
Municipal  lingmoering. 


ALllCRT  O,   ICVICRITART. 

M.MilSTHAJK    UF     CdLRT    N<J.     3, 

'^  So,iili  IClLvcnlli  SUuut,  Pi(ii,Ai>Ki,Piii\.   Pa. 
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VISITING  CARDS. 

48.  Uses. — Among  the  many  uses  to  which  visiting 
cards  are  put,  we  mention  the  following;  to  announce  a 
visitor's  name ;  to  announce  a  guest's  name  at  a  reception; 
to  make  one's  name  known  to  a  stranger;  to  accompany  a 
letter  of  introduction. 

There  are  many  customs  and  rules  regarding  the  proper 
use  of  visiting  cards  for  various  occasions  and  under  various 
circumstances;  a  discussion  of  these  points  would,  however, 
fall  outside  of  the  scope  of  this  Paper. 

49.  Inscription. — In  addition  to  the  name,  the  residence 
may  also  be  given  in  the  lower  right  or  left  comer.  If  a 
lady  has  a  regular  day  or  days  for  receiving,  she  sometimes 
announces  this  in  the  lower  left  comer;  as,  **  Wednesdays, " 
or  **  Thursdays  and  Fridays,"  etc. 

A  title  of  address,  as  Mr.,  Mrs.,  may  be  used  or  not, 
according  to  the  taste  of  a  person.  Professional  men  and 
persons  in  high  official  positions,  use  their  professional  titles; 
as,  Dr.,  Gen.,  M.D.,  C. E.,  etc.  One  should  not  use  the 
title  Honorable,  or  any  scholastic  title,  unless  it  is  at  the 
same  time  professional.  A  man  and  his  wife  sometimes  use 
a  joint  card;  as,  **Mr.  and  Mrs.  Smith,"  **Dr.  and  Mrs. 
H.  A.  Brown,"  etc. 

A  married  lady,  if  her  husband  is  living,  uses  her  hus- 
band's Christian  name  or  initials  instead  of  her  own;  as, 
**Mrs.  James  A.  Brown." 

50.  Style. — Visiting  cards  vary  in  style  and  size  to  suit 
the  taste  and  changing  fashions.  They  should  always  be 
plain  and  neat.  The  most  elegant  cards  are  engraved  or 
written ;  those  printed  from  type  have  an  inferior  look  and 
are  not  much  used  by  people  of  refined  taste. 


PUBIilC    T^ETTERS. 

51.  Public,  or  open,  letters  may  be  a  communication 
from  a  reguhir  newspaper  correspondent  narrating  certain 
phases,  for  instance,  of  the  war  with  Spain,  the  political  and 
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social  conditions  of  the  Philippine  Islands,  the  coadition  oE 
the  negro  in  the  Soiitii,  or  such  like  matters  of  grave  public 
interest;  or,  again,  the  open  letter  may  be  one  discussing 
questions  of  public  policy,  addressed  to  the  public  at  large, 
or  to  some  private  individual  of  recognized  importance  in 
the  community  in  which  he  lives, 

53.     Open  letters  have  played  a  great  part  in  American 

history.  The  spirit  of  revolt  that  Congress  had,  at  the  close 
of  the  Revolutionary  War,  by  criminal  neglect,  engendered 
in  the  army  against  the  greatly- abused  powers  of  Con- 
gress, soon  degenerated  from  open  hostility  to  that  body 
into  a  covert,  yet  decided,  antagonism  to  the  republican 
system  itself,  "This  antagonism  ran,"  says  "Peterson's 
Magazine,"  "throughout  the  rank  and  file  of  the  whole 
Continental  line  and  even  extended  to  the  militia  in  the 
Northern  States. 

"From  brooding  over  their  wrongs,  the  great  body  of  the 
officers  of  the  army  took  counsel  together,  for  the  purpose  of 
overthrowing  the  authority  by  which  those  wrongs  were 
inflicted,  and  in  the  bitterness  of  their  resentment  so  far 
forgot  their  duty  as  citizens,  and  their  solemn  oath.'i  of  alle- 
giance as  Anicfican  soldiers,  that  they  determined  to  pull 
down  the  temple  of  Liberty  reared  by  their  valor  and  forti- 
tude, and  erect  a  monarchy  upon  its  ruins.  Their  proposed 
plan  of  cstal)lishing  an  elective  kingdom  depended  for  its 
successful  execution  upon  Washington's  acceptance  of  the 
crown  as  king  of  America.  All  the  cohesion  that  it  pos- 
sessed, and  the  bond  of  union  among  those  who  supjxirtcd 
it.  rested  ii]nin  the  hnjx;  that  they  would  convince  him  that 
the  true  welfare  of  the  ccumtry  would  be  best  promoted  by 
such  a  change  in  the  sy.stcm  of  government  as  would  lodge 
tlie  ]x)wcr  tif  the  nation  in  the  hands  of  a  single  wise  and 
just  ruler.  Colonel  Lewis  Nicola,  of  the  Pennsylvania  line, 
to  whom  Washington  was  strongly  attached,  a  most  worthy 
officer,  distinguished  for  the  highest  soldierly  qualities,  and 
of  unimpeachable  moral  character,  was  appointed  by  them  to 
submit  their  proposal  to  him  in  the  name  of  the  army. 
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**  He  presented  it  to  Washington  in  a  regular  document, 
at  his  headquarters,  which  were  then  at  Fishkill-on-the- 
Hudson,  in  the  house  of  David  Verplanck,  a  one-story  build- 
ing of  wood  and  stone  in  the  Dutch  style,  which  is  still  well 
preserved.  Colonel  Nicola  very  prudently  retired  as  soon 
as  he  presented  the  document,  his  curiosity  to  observe  its 
effect  upon  Washington  not  being  so  strong  as  his  concern 
about  its  effect  on  himself,  should  he  remain  to  witness  its 
perusal. 

**That  he  acted  wisely  in  retiring  was  made  manifest  by 
the  following  answer  sent  him  by  Washington  on  the  same 
day: 

■ 

••  To  Colonel  Lewis  Nicola. 

"5/r.- — With  a  mixture  of  surprise  and  indigfnation  I  have  read 
with  attention  the  sentiments  you  have  submitted  to  my  perusal. 

**  Be  assured,  sir,  no  occurrence  in  the  course  of  the  war  has  given  me 
more  painful  sensations  than  your  information  of  their  being  such 
ideas  existing  in  the  army  as  you  have  expressed,  which  I  must  view 
with  abhorrence,  and  reprehend  with  severity.  For  the  present  the 
communication  of  them  will  rest  in  my  own  bosom,  unless  some  further 
agitation  of  the  matter  shall  make  a  disclosure  necessary. 

**I  am  much  at  a  loss  to  conceive  what  part  of  my  conduct  could 
have  given  encouragement  to  an  address  which  seems  to  me  big  with 
the  greatest  mischiefs  that  can  befall  my  country.  If  I  am  not 
deceived  in  the  knowledge  of  myself,  you  could  not  have  found  a 
person  to  whom  your  schemes  are  more  disagreeable. 

**  At  the  same  time,  in  justice  to  my  own  feelings,  I  must  add,  that 
no  man  possesses  a  more  sincere  wish  to  see  justice  done  to- the  army 
than  I  do;  and  as  far  as  my  power  and  influence  in  a  constitutional 
way  extend,  they  shall  be  employed  to  the  utmost  of  my  abilities  to 
effect  it,  should  there  be  any  occasion. 

••  Let  me  conjure  you  then,  if  you  have  any  regard  for  your  country, 
concern  for  yourself  or  posterity,  or  respect  for  mc,  to  banish  these 
thoughts  from  your  mind,  and  never  communicate  as  from  ygarself,  or 
anyone  else,  a  sentiment  of  the  like  nature, 

'*  GeORGI  WASHOfOTIMI.'' 


53.  Abraham  Lincoln  wan  ]Krrhap«  in  no  retped  nore 
powerful  and  persuasive  than  an  a  letter  writer*  Hwftka 
model  letter  from  his  pen  ; 
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Drak  Sir  : 

Your  letter,  inviting  me  to  attend  a  mass  mcetioR  of  uacondj- 
tiotial  Union  mea.  to  be  htltl  at  the  capital  of  Illinois  on  the  3d  day  of 
Scistcmber,  has  been  received.  It  would  be  very  agreeable  to  me  to 
thus  meet  my  oid  friends  al  my  own  home,  but  I  cannot  just  now  be 
absent  from  here  so  long  as  a  visit  there  would  require. 

The  meeting  is  to  be  of  all  those  who  maintain  unconditional  devotion 
to  the  Union,  and  I  am  sure  my  old  political  friends  will  thank  roe  for 
tendering,  as  I  do,  the  nation's  gratitude  to  thoseother  noble  men  whom 
no  partisan  malice  or  partisan  hope  can  make  false  to  the  nation's  life. 

There  are  those  who  are  dissatisfied  with  me.  To  such  I  would  say: 
Yon  desire  peace,  and  you  blame  me  that  we  do  not  have  it.  But  how 
cnn  we  attain  it  ?  There  are  but  three  conceivable  ways.  First,  to 
suppress  the  rebellion  by  force  of  arms.  This  I  am  trying  to  do.  Are 
you  for  it  ?  If  you  arc.  so  far  we  are  agreed.  If  you  are  not  for  it.  a 
second  way  is  to  give  up  the  Union.  I  am  against  this.  Are  you  fur 
it  ?  If  you  are,  you  should  say  so  plainly.  If  you  arc  not  for  force, 
nor  yet  for  dis-solution,  there  only  remains  some  imaginable  corapromiic 

I  do  not  believe  any  compromise  embracing  the  maintenance  of  the 
Union  is  now  possible.  All  1  learn  leads  to  a  directly  opposite  belief. 
The  strength  of  the  rebellion  is  its  military— its  army.  That  army 
dominates  all  the  country  and  all  the  people  within  its  range.  Any 
offer  of  terms  made  by  any  man  or  men  within  thnt  range,  in  opposi- 
tion to  that  army,  is  simply  nothing  for  the  present,  because  such  man 
or  men  have  no  jwwer  whatever  to  enforce  their  side  of  a  compromise 
if  one  were  made  with  them. 

To  illustriiti;:  Suppose  refugees  from  the  South  and  peace  men  of  the 
North  get  together  in  convention  anil  frame  and  proclaim  a  compro- 
mise embriicLng  a  restoration  of  the  Union ;  in  what  way  can  that  com- 
promise Ijeused  tokecp  Lee's  army  out  of  Pennsylvania?  Meade's  army 
can  keep  Lee's  armv  out  of  Pennsylvania,  and  I  think  can  ultimately 
drive  it  out  of  csistence.  But  no  paper  compromise  to  which  the  con- 
trollers of  Lee's  army  arc  not  agreed  can  at  all  cifcct  that  army.  In 
elT'irl  ;it  sutli  ii>(ii|)rcimise  we  should  waste  time  which  the  enemy 
would  improve  to  .nir  ilis;tdv;tnt.ige.  and  that  would  be  all. 

A  foiii promise,  to  be  ilTetiive.  must  be  made  cither  with  those  who 
eonlrol  the  rebel  :irmy.  or  with  the  people  iirst  liberated  from  the  domi- 
Hellion  of  itiat  iLriiiy  by  the  siieeoss  of  our  own  army.  Now,  allow  me 
to  ;is-^ure  yoii  thai  no  won!  <ir  iutiin:itiim  from  that  rebel  army,  or  from 
iiny  of  the  men  controlling  it,  in  rohition  to  any  peace  compromise,  has 
ever  eome  lo  my  knowledge  or  belief.  .Ml  chiirges  and  insinuations  to 
the  contrary  are  deceptive  niut  groundless.  And  1  promise  you  that  if 
any  siieli  ]irO]iiisitir)ii  shnit  hi-re;ifti'r  come,  it  sh.ill  not  be   rejected   and 
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the  people  according  to  the  bond  of  service— the  United  States  Consti- 
tution— and  that  as  such  I  am  responsible  to  them. 

But,  to  be  plain,  you  are  dissatisfied  with  me  about  the  negro.  Quite 
likely  there  is  a  difference  of  opinion  between  you  and  myself  upon 
that  subject  I  certainly  wish  all  men  could  be  free,  while  I  suppose 
you  do  not.  Yet  I  have  neither  adopted  nor  proposed  any  measure 
which  is  not  consistent  with  even  your  view,  provided  you  are  for  the 
Union.  I  suggested  compensated  emancipation,  to  which  you  replied 
you  wished  not  to  be  taxed  to  buy  negroes.  But  I  had  not  asked  you 
to  be  taxed  to  buy  negroes,  except  in  such  way  as  to  save  you  from 
greater  taxation  to  save  the  Union  exclusively  by  other  means. 

You  dislike  the  Emancipation  Proclamation,  and  perhaps  would  have 
it  retracted.  You  say  it  is  unconstitutional.  I  think  differently.  I 
think  the  Constitution  invests  its  commander-in-chief  with  the  law  of 
war  in  time  of  war.  The  most  that  can  be  said — if  so  much — is  that 
slaves  are  property.  Is  there,  has  there  ever  been,  any  question  that 
by  the  law  of  war,  property,  both  of  enemies  and  friends,  may  be  taken 
when  needed  ?  And  is  it  not  needed  whenever  taking  it  helps  us  or 
hurts  the  enemy  ?  Armies,  the  world  over,  destroy  enemies'  property 
when  they  cannot  use  it,  and  even  destroy  their  own  to  keep  it  from 
the  enemy.  Civilized  belligerents  do  all  in  their  power  to  help  them- 
selves or  hurt  the  enemy,  except  a  few  things  regarded  as  barbarous 
or  cruel.  Among  the  exceptions  are  the  massacre  of  vanquished  foes 
and  non-combatants,  male  and  female. 

But  the  proclamation,  as  law,  either  is  valid  or  is  not  valid.  If  it  is 
not  valid  it  needs  no  retraction.  If  it  is  valid  it  cannot  be  retracted, 
any  more  than  the  dead  can  be  brought  to  life.  Some  of  you  profess 
to  think  its  retraction  would  operate  favorably  for  the  Union.  Why 
better  after  the  retraction  than  before  the  issue  ?  There  was  more  than 
a  year  and  a  half  of  trial  to  suppress  the  rebellion  before  the  proclama- 
tion issued,  the  last  one  hundred  days  of  which  passed  under  an 
explicit  notice  that  it  was  coming,  unless  averted  by  those  in  revolt 
returning  to  their  allegiance.  The  war  has  certainly  progressed  as 
favorably  for  us  since  the  issue  of  the  proclamation  as  before. 

1  know,  as  fully  as  one  can  know  the  opinion  of  others,  that  some  of 
the  commanders  of  our  armies  in  the  field,  who  have  given  us  our  most 
important  successes,  believe  the  emancipation  policy  and  the  use  of 
the  colored  troops  constitute  the  heaviest  blow  yet  dealt  to  the  rebel- 
lion, and  that  at  least  one  of  these  important  successes  could  not  have 
been  achieved  when  it  was  but  for  the  aid  of  black  soldiers.  Among 
the  commanders  holding  these  views  are  some  who  have  never  had 
any  affinity  with  what  is  called  ••Abolitionism  "  or  with  ••  Republican 
party  politics,"  but  who  hold  them  purely  as  military  opinions.  I  sub- 
mit these  opinions  as  being  entitled  to  some  weight  against  the  objec- 
tions often  Urged  xhat  emancipation  and  arming  the  blacks  are  unwise 
^  military  measures,  and  were  not  adopted  as  such  in  good  faith. 
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You  say  you  will  not  figlit  to  free  negroes.  SQme  of  Ihem  seem 
willing  to  light  (or  you— but  no  matter.  Fight  you,  then,  enclusivtly 
tv  save  the  Union.  I  issued  the  proclamation  on  purpose  to  aid  you  in 
saving  the  Union.  Whenever  you  shall  bave  conquered  all  resistance 
to  the  Union,  if  1  shall  urge  you  to  continue  fighting,  it  will  lie  an  apt 
time  then  for  you  Co  declare  you  will  not  Bght  to  free  negroes.  I  ibuuglit 
that  in  our  struggle  for  the  Union,  to  whatever  extent  the  oegmes 
should  cease  helping  the  enemy,  to  that  extent  it  weakened  the  enemy 
in  his  resistance  to  you.  Do  you  ttiiuk  differently  ?  I  thought  llint 
whatever  negroes  can  be  got  to  do  as  soldiers  leaves  just  so  much  less 
(or  white  soldiers  to  do  in  saving  the  Union.  Does  it  appear  otherwise 
to  you  7  But  negroes,  like  other  people,  act  upon  motives.  Why  should 
they  do  anything  for  us  if  we  will  do  niithing  (or  them  ?  If  they  stoke 
their  lives  for  us,  they  must  be  prompted  by  the  strongest  motive,  even 
the  promise  of  (reedom.  And  the  promise,  being  made,  must  be  kept. 
The  signs  look  better.  The  Father  of  Waters  again  goes  unvexed 
to  the  sea.  Thanks  to  the  great  Northwest  for  it.  Nor  yet  wholly  lo 
them.  Three  hundred  miles  up  they  met  New  England.  Empire.  Key- 
stone, and  Jersey,  hewing  their  way  right  and  left.  The  sunny  South, 
too.  in  more  (colors  than  one,  also  lent  a  hand.  On  the  spot,  their  part 
of  the  history  was  jolted  down  in  black  and  white.  The  job  was  a 
great  oational  one,  and  let  none  be  banned  who  bore  an  honorable  part 
in  it  And  while  those  who  have  cleared  the  great  river  may  well  he 
proud,  even  that  is  not  all.  It  is  hard  to  say  that  anything  has  been 
more  bravely  and  well  done  than  at  Antietam,  Murfreesboro,  Gettys- 
burg, and  on  many  fields  of  lesser  note.  Nor  must  Uncle  Sam's  web- 
feet  be  forgotten.  At  all  the  watery  margins  they  have  been  present 
Not  only  on  the  deep  sea,  the  broad  bay.  and  the  rapid  river,  but  also 
up  the  narrow,  muddy  bayou;  and  wherever  the  ground  was  a  little 
damp,  they  have  been  and  made  their  tracks.  Thanks  to  all.  For  the 
great  Republic— for  the  principle  it  lives  by  and  keeps  alive — for  man's 
vast  future — thanks  to  all. 

Peace  does  not  appear  so  distant  as;  it  did.  I  hope  it  will  come  soon, 
and  come  to  stay :  and  so  come  as  to  be  worth  the  keeping  in  all  future 
time.  It  will  then  have  been  proved  that  among  free  men  there  can  be 
no  successful  appeal  from  the  ballot  to  the  bullet,  and  that  they  who 
take  such  appeal  are  sure  to  lose  their  case  and  pay  the  cost.  And 
there  will  be  some  black  men  who  can  remember  that  with  silent 
tongue,  and  clenched  teeth,  anil  steady  eye,  and  well  poised  bayonet 
they  have  helped  mankind  on  to  this  consummation ;  while  I  fear  tbere 
will  be  some  white  ones  unable  to  forget  that  with  malignatit  he«rt  and 
rove  to  hinder  it. 

■r  sanguine  oE  a  speedy,  final  triumph.     Let  us 
i  diligently  apply  the  means,  never  doubting 
)wn  good  time,  will  give  us  the  rightful  result. 
A.  LiNtULN, 
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It  will  be  noticed  that  the  questions  and  examples  con- 
tained in  the  following  pages  are  divided  into  sections  cor- 
responding to  the  sections  of  the  text  of  the  preceding 
pages,  so  that  each  section  has  a  headline  which  is  the  same 
as  the  headline  of  the  siection  to  which  the  questions  refer. 
No  attempt  should  be  made  to  answer  any  questions  or  to 
work  any  examples  until  the  corresponding  part  of  the  text 
has  been  carefully  studied. 
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(PART  1.) 


(1)  Distinguish  between  language  in  its  widest  sense  and 
language  as  treated  in  grammar, 

(2)  Explain  why  words  pass  out  of  use  and  new  words 
appear  in  a  language. 

(3)  Give  a  general  sketch  of  the  various  matters  included 
in  the  subject  of  grammar. 

(4)  Define  gramfHar^  and  mention  its  general  heads  or 
divisions. 

(5)  Explain  what  is  meant  by  zvords  arranged  in  relation 
and  words  out  of  relation.     Illustrate  each. 

(6)  What  is  the  difference  between  an  idea  and  a  thought? 

(7)  Explain  fully  what  is  included  in  etymology;  also, 
what  should  be  found  in  syntax. 

(8)  State  and  illustrate  the  three  uses  or  purposes  served 
by  sentences. 

(9)  Define  sentences  with  respect  to  use, 

(10)  Give,  in  words  of  your  own  choosing,  the  substance 
of  what  is  said  in  the  Instruction  Paper  about  exclamatory 
sentences. 

(11)  Write  two  sentences  of  each  of  the  following  kinds: 
exclamatory  -  declarative,  exclamatory  -  interrogative,  and 
exclamatory-imperative. 
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(12)     Illustrate  \vh;it  is  meant  by  senttnces  of  mixed  form. 

(i;j)     What  are  the  chief  uses  of  capital  letters  and  marks 
of  punctuation? 

(14)  Underscore  the  subject  nouns,  and  doubly  under- 
score the  predicate  verbs,  of  the  following  sentences: 

(a)     How  prelty  are  the  raany-coloreii  clouds  at  suaset. 

\b)     Brief  but  delightful  are  the  happy  days  of  youth. 

(<■)      Round  the  rough  ring  the  rugged  rascals  ran. 

(i/)     Ie  the  steady,  old-fashioued  horse  to  become  extinct  in  civil  iicd 

{#)      Lay  not  up  for  yourselves  treasures  upon  oarlh. 

(15)  Define  and  illustrate  the  subject  and  \\\c  fnJuatr ot 
a  declarative  sentence. 

(16)  Write  five  declarative  sentences,  and  then  make  them 
interrogative. 

(17)  Explain  and  illustrate  the  exact  work  of  a  modifur. 

(18)  Write  the  following  quotation,  and  underscore  its 

nouns;  also,  doubly  underscore  its  verbs: 


■■  Courage!"  he  said,  and  pointed  towar 

d  the  land. 

■■  This  ni"iintinn  wave  will  roll  us  shore 

ivard  soon." 

In  tliL'  afiurniKiii  ilicy  came  unto  a  land 

111  whitii  il  M'cmcd  always  afternoon. 

All  n>u.,d  the  e..a-^t  the  li.nguid  air  did  s 

woon. 

lireatiiing  'ike  one  that  hath  a  weary  dri 

;am. 

Full-fated  alKive  the  valley  sI-mmI  the  m< 

>on; 

And.  like  a  downward  smoke,  the  slender  stream 

Alon;;  the  elill  to  fall  ami  pause  and  fall  did  seem. 

(110     \\\\w  iliL'  ])rimr.\ins  that  are  used  ii 

leach  sentence  in 

An.  ;tl,  ;nul  pl.Kv  Ihum  in  the  order  in  ' 

ivhich  they  occur 

tlKTL-. 

(■.'(i|      ICxpliiiii  \vliy  tlic  iironoun  is  a  more 

convenient  word 

in  speech  than  llie  noun,      DL'finc  the  prone 

)un. 

(■.;0     M^ikc  a  list  of  tilt.'  verbs  that  occur 

in  the  quotation 

j;ivenin  Art.  :M. 

{■n)     As  iti  An.  ;i'*,  place  suitable  modifiers  after  /  cat. 
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(23)  Write  two  sentences  each  containing  all  the  various 
parts  of  speech  except  the  interjection. 

(24)  As  in  Art.  39,  bring  the  following  pairs  into  relation 
by  means  of  suitable  prepositions,  two  or  more  for  each  pair: 

go the  Iwuse;  speak the  sermon  ;  living pain  ; 

angry opposition;  swam river, 

(25)  State  and  illustrate  the  principal  difference  between 
prepositions  and  conjunctions. 


\  \ 
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(PART  2.) 


(1)  Write  sentences  illustrating  the  use  of  nouns  or 
pronouns  as  independent:  (a)  with  a  verbal  to  express 
a  cause;  (U)  in  direct  address;  [c)  by  pleonasm;  [d)  by 
exclamation. 

(2)  Tell  the  use  of  each  noun  and  pronoim  in  the  'follow- 
ing sentences: 

Croesus,  a  king  of  Lydia,  was  the  possessor  of  enormous  wealth. 
Pebbles  on  the  seashore  are  rounded  by  the  action  of  the  waves. 
Honor ;  he  is  not  at  all  a  man  of  honor. 

You  do  not  always  overcome  an  opponent  by  vanquishing  him  in 
argument. 

(3)  Illustrate  the  six  principal  uses  that  may  be  made  of 
nouns  and  pronouns,  omitting  their  use  as  subject  of  a 
sentence. 

(4)  Tell  the  use  made  of  each  noun  in  the  following: 

The  day  is  done,  and  the  darkness 

Falls  from  the  wings  of  Night, 
As  a  feather  is  wafted  downward 

From  an  eagle  in  his  flight 

(5)  Explain  and  illustrate  the  three  principal  uses  of  the 
adjective. 

(6)  Write  two  sentences  showing  the  various  uses  of  the 

adverb. 
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(7)  Tell  which  words  are  adjectives  and  which  adverbs  in 
the  following;   ttll  also  what  each  m<;)dilies. 

Swing  on,  old  pendulum  of  the  earth. 

ForeviT  and  fortver. 
Keeping  the  time  of  suns  and  stars, 

The  march  thai  endeth  never. 
Long  as  you  swing  shall  earth  be  glad, 

And  men  be  partly  good  and  bad : 
Long  as  you  swing  shall  wrong  come  right. 

As  sure  as  morning  follows  night 
The  days  go  wrong,  the  ages  never.  • 

Swing  on.  old  pendulum,  swing  forever. 

(8)  Define  a  phrase,  and  construct  five  sentences  each 
containing  a  phrase.  Underscore  the  phrases,  and  tell  how 
each  is  used. 

('.I)  Mention  the  phrases  in  example  9,  Art.  7,  and  tell 
wliat  each  phrase  modifies. 

(10)  Define  a  clause,  and  construct  a  sentence  that  con- 
sists of  two  or  more  clauses, 

(11)  State  the  principal  uses  of  the  clause,  and  construct 
sentences  to  illnhtrato  those  uses. 

(\'i)  Mention  the  classts  of  connectives  used  in  uniting 
clauses  of  uncfjnal  rani;,  and  jjivc  five  of  each  class. 

(Hi)  Define  a  simple  sentence.  "Write  a  simple  sentence 
that  is  (,i)  ./tr/.inrn:;-;   (/')   iuU-rrosnthc;  (c)  iinpaativc. 

(II)  Write  in  seiitent-u  form,  witli  the  best  arrangement 
of  parts,  ihe  si.'nlfntial  elements  of  example  t.  Art.  IH. 


(I-,)      Ik 


e  th. 


sentence,  and  t 


Tiples, 


(M;)  Write  complex 
whieh  has  an  adjectiv 
clause  ;  (A)  one.  '  liavii 
(,)  three,  l.aviii-  c.nii 
tin;;-  conjunction,  (jj)  : 
pronoun. 


tiiices  as  follows:  {a)  two,  one  of 
aiise  and  the  other  an  adverbial 
a  ninin  clause' for  its  subject; 
\\s  as  follows:  (a)  a  siibordina- 
mjMnclive  adverb,   (y)  a  relative 
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(17)  Unite  each  of  the  following  groups  of  separate  state- 
ments into  complex  sentences: 

{a)  The  shadow  of  the  earth  upon  the  moon  is  circular.  Men  have 
sailed  around  the  earth.     The  earth  is  round  like  a  balL 

(d)  He  was  idle  and  careless.  He  lost  his  position.  He  was  proved 
to  be  dishonest 

(c)  The  buds  begin  to  swell.  The  birds  come  from  the  south. 
Spring  has  arrived.     We  may  be  certain  of  the  fact 

(18)  Define  the  compound  sentence,  and  write  two  such 
sentences. 

(19)  What  is  meant  in  grammar  by  the  analysis  of  a 
sentence  ? 

(20)  How  are  the  following  sentential  elements  indicated 
in  diagram  according  to  the  plan  explained  in  the  Instruction 
Paper?  (a)  the  subject;  (b)  the  predicate ;  (c)  the  predicate 
noun;  (d)  the  object  noun  or  pronoun;  {e)  an  adjective 
modifying  directly. 

(21)  How  are  the  following  indicated  in  diagram? — (/)  an 
adverbial  modifier;  {g)  b.  connective;  (h)  a  predicate  adjec- 
tive; (/)  an  adjective  or  an  adverbial  phrase;  {j)  a  con- 
junction; (k)  a  conjunctive  adverb  or  a  relative  pronoun; 
(/)  an  independent  element 

(22)  Analyze  the  following  sentences: 

(a)    The  old  gentleman  followed  the  visitor  to  the  gate. 
ifi)    Influence  and  respect  are  the  courtesies  paid  by  the  world  to 
personal  worth  and  ability. 

(23)  Write  a  complex  sentence  of  not  less  than  twelve 
words,  and  analyze  it  by  means  of  a  diagram. 

(24)  Analyze: 

And  the  night  shall  be  filled  with  mtiaic. 

And  the  cares  that  infest  the  day 
Shall  fold  their  tents,  like  the  Arabs, 

And  as  silently  steal  away. 

(25)  Analyze: 

Richard,  the  Lion-Hearted,  was  imprisoned  for  a  long  time  by  the 
Sultan  of  Turkey. 
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(PART  a) 


(1)  By  mapping,  indicate  the  plan  of  the  following  sen- 
tences: 

(a)    This  is  the  malt  that  lay  in  the  house  that  Jack  built 

(d)    The  earth  has  one  moon,  but  the  planet  Jupiter  has  four  such 

attendants. 

(c)    All  the  plays  and  poems  that  Shakespeare  wrote  contain  only 

about  fifteen  thousand  different  words,  and  the  Old  Testament  has  five 

thousand  six  hundred  and  forty-two  different  words. 

(2)  Write  and  map  sentences  as  follows:  {a)  a  compound 
sentence  with  one  subordinate  clause  modifier;  (d)  a  com- 
plex sentence  with  two  clause  modifiers. 

(3)  Construct  sentences  answering  to  the  following: 


< 


r:^! 


(4)  Write  two  simple  sentences.  Write  and  map  (a)  two 
complex  sentences,  the  maps  of  which  shall  be  unlike ;  (d)  two 
compound  sentences  that  shall  each  contain  two  or  more 
subordinate  clause  modifiers. 

(5)  Analyze  by  mapping  and  by  detailed  diagram  the  fol- 
lowing sentence : 

Knowledge  comes,  but  wisdom  lingers,  iand  I  linger  on  the  shore, 
And  the  individual  withers,  and  the  world  is  more  and  more. 

(6)  Analyze  and  map  example  2,  Art  33« 
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(7)  Give  the  various  classes  of  common  nouns,  and  write 
sentences  containing  underscored  examples  of  each  class. 

(8)  Arrange  in  classes  all  the  nouns  that  occur  in  the  fol- 
lowing quotation: 

1  baven't  the  least  idea  where  Tom  was  born;  I  do  not  know  even  tbe 
time  of  bis  birtb.  His  feline  parents  must  have  been  neglectful  of  their 
obligation  to  provide  (or  his  helptessnes».  to  watch  over  his  youth,  and 
to  care  for  his  training.  Clearly,  they  were  ignorant  of  that  well  known 
postulate  of  political  economy  that  every  child  has  a  natural  right  to  bt 
bum  under  favorable  circumstances  or  not  to  be  compelled  to  be  born 
at  all.  I  say  this  because  one  winter  morning  on  my  way  to  business 
Tora  bailed  me  from  the  doubtful  shelter  uf  an  old  barn.  His  bail  was 
plaintive  and  pitiful ;  it  was  a  cry  that  told  of  hunger  and  cold,  of  suf- 
fering and  neglect,  and  of  a  deep  and  firmly  rooted  dissatisfaction  u~ith 
existing  conditions. 

(El)  Write  sentences  containing  underscored  nouns  used 
as  follows;  (ti)  a  sentence  containing  nouns  that  are  the 
names  of  things  rational,  but  no  other  nouns;  \fi)  a  sentence 
containing  verbal  nouns,  and  no  others;  (c)  a  sentence  con- 
taining abstract  nouns  that  are  not  verbal,  and  no  others, 

(10)  Make  a  list  of  twenty  collective  nouns. 

(11)  Explain  caref  idly  why  some  nouns  are  called  abstract; 
also,  why  some  are  called  rational. 

{\'X)     In  whut  sense  are  verbal  navi.r&  really  abstract  t 

(11!)    Givecx.-impk-s  of  proper  nouns  used  ascomnion  notins. 

(14)     lOxplain  fidly  what  is  meant  bj'  inflection,  and  give 

(l.^)  Mi'iitii>n,  ;uk1  illustrate  in  sentences,  the  various 
inllcflinns  of  noutis. 

(IC)  Tull  what  parts  of  speech  are  inflected,  and  the 
special  names  >;ivcn  to  their  inflections. 

(IT)     Give  what  is  i-ei|uired  in  examples  4  and  5  of  Art.  14. 

(IK)  (live,  and  as  far  as  possible  illustrate,  by  examples 
not  found  in  the  Tustriiction  Pai>cr,  the  general  rule  and  the 
special  rules  for  pluralizing  nouns. 


§  16  GRAMMAR.  3 

(19)  Explain  the  distinction  that  should  be  made. in 
the  use  of  the  following  pairs  of  words,  and  use  them 
properly  in  sentences:  {a)  gender — sex;  (p)  masculine — - 
ffmle  ;  (c)  feminine— female. 

(20)  Explain  and  illustrate  how  gender  is  indicated: 
(a)  hy  form  ;  (b)  hy  use  or  context. 

(21)  Give  what  is  required  in  example  4,  Art.  23, 

(22)  Define  case^  and  explain  how  the  word  declension 
came  to  be  used  in  grammar. 

(23)  Explain  the  distinction  in  use  that  should  usually 
be  made  between  the  possessive  case,  and  the  phrase  form 
with  the  preposition  of;  as,  fokn*s  hat^  the  hat  of  John; 
the  ocean* s  tides^  the  tides  of  the  ocean. 

(24)  Mention,  and  illustrate  in  sentences,  the  principal 
functions  of  the  nominative  case. 

(25)  By  means  of  diagrams,  show  the  difference  between 
a  yar////z/^  objective  and  an  appositive  objective. 


GRAMMAR. 


(PART  4.) 


(1)  Analyze  by  diagram  the  following  sentence: 

He  seemed  a  feeble,  inoffensive  old  man,  and  they  gave  him  much 
attention. 

(2)  Construct  a  table  of  the  noun,  showing  its  classes  and 
subclasses,  with  illustrations. 

(3)  Parse  the  nouns  in  the  following: 

Know  ye  the  land  where  the  cypress  and  myrtle 
Are  emblems  of  deeds  that  are  done  in  their  clime  ? 

(4)  Write  two  sentences  each  containing  underscored 
nouns  that  are  independent  by  pleonasm. 

(5)  Explain  the  adjujictive^  appositivCy  and  predicative 
uses  of  the  adjective.  Illustrate  each  by  words  underscored 
in  sentences. 

(6)  Give  the  divisions  of  adjectives  with  respect  ioform. 

Illustrate. 

(7)  How  are  compound  adjectives  classified  with  refer- 
ence to  the  elements  that  compose  them  ?     Illustrate. 

(8)  Mention  the  classes  of  pronominal  adjectives,  and 
give  examples. 

(9)  Write  ten  adjectives  that  do  not  admit  of  comparison. 
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(10)  Give  what  is  required  in  examples  1  and  2,  Art  7. 

(11)  Define  and  illustrate:  {u}  the  /•osi live  degree  oi  aa 
adjective;  {b)  the  comparative  degree ;  [c)  the  superlative 
degree. 

(12)  Give  the  rules  for  comparing  adjectives,  and  illus- 
trate each  rule. 

(13)  Find  ten  adjectives  of  two  syllables  each  that  may 
be  compared  by  the  suffixes  er  and  est. 

(14)  Compare  five  of  the  most  commonly  used  adjectives 
of  irregular  comparison. 

(15)  State  how  adjectives  are  parsed,  and  illustrate  by 
parsing  the  adjectives  in  the  following  sentence: 

Tlie  way  was  long,  the  wind  was  wild. 

RThe  minstrel  was  infirm  and  old;  ^^^_ 

His  withered  check  and  tresses  gray  ^^^^| 

Seemed  to  have  known  a  better  day.  ^^^^| 

(16)  Answer  the  requirement  made  in  the  exercise,  Art. 
41,  but  do  not  give  the  explanation. 

(17)  Find  suitable  modifiers,  not  given  in  the  I  list  met  inn 
Paper,  of  the  adjective  careless,  as  follows;  {a)  five  7,'ords ; 
(b)  five  phrases  ;  (c)  tivc  clmises. 


(IH)     F.xplaiii  and  illustrate  what  is  meant  by  tli 

e  aii/eii-- 

lie///  of  a  pronoun. 

(l!l)     Jtt-ntion  th(i  nominative  singular  and  plu 

ral  L.f  all 

the  si"/ple  pirsoiHil prommiis. 

(■>l))     Analy/.e     llie     f-.Hnwing     sentences     by     n 

leans    of 

diagrams,    and   indiciUi;  whith    clauses    are    restrid 

'ive    ami 

which  cooTdiitiiliii!;  : 

Our  tt"Wc.  Mho  WHS  vory  siik,  romjii no.l  behind  at  the  ini 

1  until  we 

relurncd. 

The  house  Ihiit  we  l"night  was  li,ss  valuable  than  that  ia 

whieh  we 

formerly  lived,  whitli  was  \i;iy  largt. 

§  17  GRAMMAR.  3 

(21)  Construct  a  sentence  containing  a  double  relative, 
and  analyze  it  by  means  of  a  diagram. 

% 

(22)  Use,  in  sentences,  five  of  the  indefinite  pronouns. 

(23)  Decline  the  pronouns  /  and  he, 

(24)  State  the  respect  in  which  the  following  definition  is 
faulty:  A  pronoun  is  a  word  used  instead  of  a  noun. 

(25)  Mention  and  classify  the  pronouns  in  the  following: 

(a)  Fling  our  doors  wide.     All,  all,  not  one,  but  all ; 

Not  only  he,  but  by  my  mother's  soul. 
Whatever  man  lies  wounded,  friend  or  foe, 
Shall  enter  if  he  will. 

ib)  Neither  has  aught  that  he  can  call  his  own. 

Yet  each  has  much  that  he  would  not  lose. 


GRAMMAR. 

(PART  6.) 


(1)  Explain  briefly  and  illustrate  in  what  sense  every  verb 
*    expresses  action  of  some  kind. 

(2)  Arrange  a  series  of  ten  verbs  graded  from  active  to 
neuter y  and  use  as  few  of  those  given  in  the  Instruction 
Paper,  Art  3,  as  possible. 

(3)  Write  two  sentences  in  each  of  which  shall  occur  a 
verb  used  as  in  the  sentences  that  are  analyzed  in  Art.  4 ; 
put  your  sentences  in  diagram. 

(4)  Analyze,  by  means  of  diagram,  example  11,  Art.  4. 

(5)  Explain  and  illiistrate  the  meaning  of  transitive  and 
intransitive  as  applied  to  verbs. 

(6)  What  are  meant  by  the  active  and  the  passive  forms 
of  transitive  verbs  ?     Illustrate  by  examples. 

(7)  Write  two  sentences  in  each  of  which  shall  occur  the 
following  four  elements:  a  subject^  a  verb^  a  direct  object^ 
and  an  indirect  object.  Change  the  seniences  from  the 
active  to  the  passive  construction. 

(8)  What  inflections  have  verbs  ?     Define  cofijugation. 

(9)  Define  mode;  name  the  modes;  illustrate  each  by  a 
sentence. 

(10)  Write  five  sentences  containing  verbs  in  the  sub 
junctive  mode. 
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(11)  Explain,  with  illustrations,  why  the  infiaitive  mode 
is  so  called. 

(12)  Which  modes  are  determined  by  the  use  or  pur- 
pose of  the  entire  sentence  or  clause  in  which  they  occur? 
Which  modes  may  be  known  from  the  use  or  form  of  the 
verb  alone  ?     Illustrate. 

(13)  How  many  forms  are  there  for  the  infinitive  of 
intransitive  verbs  ?  How  many  for  transitive  verbs  ?  Illus- 
trate. 

(14)  Show  by  means  of  illustrations  what  elements  may 
be  associated  with  the  infinitive. 

(15)  What  functions  may  the  infinitive  have?  Give 
illustrations. 

(16)  Give  what  is  required  in  example  10,  Art  23. 

(17)  Analyze  the  following  sentence: 

The  poor  old  man,  lired  by  bis  day's  labor,  thought  thai  his  own 
home  was  tho  most  comfortable  spot  to  be  found  in  the  world. 

(Ifl)  Give,  with  ilhistratinns,  the  various  forms  of  irr^.iA 
— simple  and  compoiimi. 

verbals   that 


(19)_ 

Classify 
n  cxamplt 

and 

;s  ■(,  ; 

exph, 
i,  and 

Lin    the 
li,  Art. 

use  of 
2fl. 

the 

C^O) 
cxamp] 

Define   ; 
Ics. 

(!ivo  vei 

■b  plu 

and 
a  SOS  a 

give    tl 
s  follo^^ 

le  pr,m 
-s:   („) 

■ary 
three 

.aetinn  indefinite  with  respect  to  tinic;  {b)  three  that  denote 
proj^ressivf  :u'ti'>n  present,  |iast,  and  future;  three  that 
denote  perfected  or  eomplcted  action — present,  past,  and 
future. 

(•II')  (!ivc  verb  phrases  to  illustrate  the  tenses  of  what  is 
called  the  foltiitia/  mode. 

{■i'i)  Tell  the  exin-t  functinn  of  each  verbal  element  in 
the  followinj,'-  sentences:  (,?)  /  s/ioiiU  l>c  j;oi>%'.  (d)  They 
hurt-  biiii  siYii. 
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(24)  Name  the  mode  and  the  tense  of  each  verb  in 
example  4,  Art.  36. 

(25)  What  time  periods  are  covered  by  the  three  primary- 
tenses  ?    Give  illustrations. 

(20)  Make  a  diagram  showing  the  function  of  each  ele- 
ment in  a  verb  phrase  in  the  present  perfect  progressive, 
indicative  of  the  verb  sing. 


fH 


GRAMMAR, 


(PART  6.) 


(1)  Explain  the  extent  to  which  the  tense  forms  of  the 
different  modes  are  significant  of  time. 

(2)  What  times  are  really  denoted  by  the  tense  forms  in 

the  following  sentences  ?     Mention  the  tense  of  each  v^rb. 

I  should  be  glad  to  have  you  come.  Should  he  call,  tell  him  that  we 
are  coming.     Were  I  to  go  with  him,  I  should  not  be  here. 

(3)  Explain  and  illustrate  the  meaning  of  the  following 
statement :  '*  Finite  verbs  must  agree  with  their  subjects  in 
number  and  person." 

(4)  Define  and  illustrate  (a)  a  regular  verb  ;  {b)  an  irregu- 
lar verb. 

(5)  Give  the  principal  parts  of  ring^  sing^  do^  go^  see^  come^ 
swinty  drinky  write^  think. 

(6)  Explain  why  the  principal  parts  of  verbs  are 
important. 

(7)  Under  what  circumstances  is  a  verb  redundant? 
Give  five  examples,  with  principal  parts. 

(8)  Explain  what  is  meant  by  the  ne%v  conjugation^  and 
why  it  is  so  named. 

(9)  What  is  the  difference  between  the  conjugation  of  a 
verb  and  a  synopsis  of  it  ? 

(10)  Give  what  is  required  in  example  10,  Art.  11, 
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(11)  Writea  qmopsis  of  drink  in  the  first  person  singular 
of  all  the  tenses  of  the  indicative, 

(12)  Write  a  sjTiopsis  of  see  in  the  passive  form  of  all  the 
tenses  of  the  indicative  mode. 

(13)  Analyze  by  diagram  the  following  sentence  : 

Do  not  let  him  leave  before  he  has  entirely  fiaished  his  work  for  the 

(14)  Explain  the  difference  in  the  meaning  of  shall  and 
-.fill  in  the  first,  from  that  of  the  same  words  in  tlje  second, 
of  the  following  sentences  ; 

I  Khali  drowD  and  nobody  will  help  me. 
I  vrill  drown  and  nobody  shall  help  me. 

(15)  Analyze  the  following  sentence  and  parse  its  verbs  : 
CKsar  Enid  to  me,  "  Darest  thou.  Cassius.  now  leap  in  with  me  into 

this  angry  flood,  and  swim  to  yonder  point  T' 

(16)  In  the  manner  shown  in  Art.  15,  analyze  the  fol- 
lowing : 

They  were  working.  He  should  be  punished.  They  might  have 
been  seen.     (Do  the  work  neatly.) 

(17)  As  shown  in  Art.  17,  parse  example  7,  Art.  18. 

(IS)  Givu  sentences  in  which  words  that  ordinarily  ;irc  of 
the  following  parts  of  speech,  are  used  as  adverbs;  (")  a 
fioiiii;  {li)  ana'/yWrnr;   {<)  n  7urli ;  {,/)  a pnposido'i. 

(Ill)  Mention  the  classes,  according  to  usf,  of  adverbs, 
and  define  and  illustnitc  each  cliLSS. 

(•l(\)     Write  three  sentences  containing  ww^/rt/ adverbs. 

(>M)  Write  two  sentences  containing  lOnjunctive  adverbs, 
and  then  two  more  sentences  containing  the  same  words  used 
as  ihiiplf  adverbs. 

(■^'i)  Mention  the  principal  responsives,  and  explain  the 
manner  in  which  they  are  used. 

('i:i)  Describe  the  fiinetinns  of  the  preposition;  and, 
illustrating  by  examples,  tell  the  various  kinds  of  objects  it 
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(24)  Explain  the  difference  between  a  coordinating  and 
a  subordinating  conjunction.  Give  the  classes  of  the  former, 
and  examples  of  each  class. 

(25)  Analyze  the  following  sentences,  but  do  not  dismem- 
ber them. 

(a)    There  in  fancy  comes  my  mother,  as  she  used  to  years  agone, 
To  survey  her  infant  sleepers  ere  she  left  them  till  the  dawn. 

(^)     I  can  see  her  bending  o'er  me  as  I  listen  to  the  strain 

That  is  played  upon  the  shingles  by  the  patter  of  the  rain. 


Punctuation  and  Capitalization. 


(1)  Define  punctuation  and  give  the  divisions  of  the 
subject. 

(2)  Explain  what  is  meant  by  etymological  punctuation, 
and  give  ten  examples  illustrating  different  cases  of  this  kind 
of  punctuation. 

(3)  Make  a  clear  distinction  between  phrases  and  clauses, 
and  construct  a  sentence  containing  two  or  more  of  each  of 
these  elements. 

(4)  Explain  why  it  will  always  be  impossible  to  reduce 
punctuation  to  an  exact  science,  such  that,  if  different  persons 
understand  it,  they  will  punctuate  the  same  matter  in  the 
same  way. 

(5)  Give  three  important  general  principles  that  influence 
punctuation. 

(6)  What  is  the  probable  origin  of  the  mark  of  interroga- 
tion ?  of  the  mark  of  exclamation  ? 

(7)  Upon  what  three  general  principles  do  most  uses  of  the 
comma  depend  ?     Illustrate  each. 

(8)  Arrange  the  following  sentences  so  that  no  punctua- 
tion is  required  besides  the  mark  at  the  end  of  each,  and  tell 
in  which  cases  the  sense  is  changed  by  the  transposition  : 

(^i)    By  all  means,  now,  we  should  take  advantage  of  our  opportunity. 
ifi)    Therefore,  frankly,  and  without  reservation,  I  shall  tell  you  the 
story. 

§20 

For  notice  of  the  copyrig^ht,  see  page  iminediately  following  the  title  page. 


2         PUNCTUATION  AND  CAPITALIZATION.     §  20 

(c)  Really,  was  I,  on  that  occasion,  in  trusting  him  so  fully,  making 
another  serious  blunder  ? 

(</)    Smiled,  then,  well  pleased,  the  aged  man. 

{f)    Impatiently,  then,  vultures,  circling  overhead,  awaited  their 
prey. 

(9)  Rearrange  the  following  sentences  so  that  two  commas 
will  be  needed  to  punctuate  each  properly  : 

(^i)  When  differently  used,  parenthetical  elements  generally  require 
to  be  punctuated  differently. 

(d)  After  all,  it  is  mind  that  does  the  most  important  ^li-ork  of  the 
world. 

(c)  An  expression  is  restrictive  when  it  modifies  in  the  manner  of 
an  ordinary  adjective  or  adverb. 

(//)  With  all  his  train  of  attendant  planets  and  their  satellites,  the 
sun  is  a  mere  speck  or  mote  in  the  abyss  of  space. 

(/)  Last  year,  during  the  month  of  June,  we  went,  for  the  benefit  of 
our  health,  fishing  in  the  Adirondacks. 

(10)  Rearrange,  if  necessary,  and  punctuate  the  follow- 
ing sentences  in  such  way  that  the  meaning  shall  not  be 
uncertain : 

(a)  The  president  said  the  schoolmaster  is  the  greatest  power  for 
good  in  the  country. 

{d)  He  was  really  wise  however  foolish  notwithstanding^  lie  may 
often  have  seemed. 

(r)  The  days  were  very  dark  however  elear  though  the  skies  always 
were. 

(//)  All  that  lonjj^  cold  arctic  winter  day  was  scarcely  more  endur- 
able than  the  equally  lonj^^  cheerless  night. 

(<•)  In  speaking  of  g<M)d  judges  of  the  moral  quality  of  action  very 
often  confuse  real  good  with  mere  i)olicy. 

(11)  Quote  (not  from  the  Instruction  Paper)  or  const  met 
two  sentences  illustrating  each  of  the  following  rules:  rule 
IV.  Art.  31;  rule  V,  Art.  3-1;  and  rule  VI,  Art.  38. 

(1'2)     Transpose,  if  necessary,  and  properly  punctuate  the 

{(.tViJ'wing,  so  that  all  ambi^^uity  may  b.-  removed  : 

1,7     The  boy  enlisted  for  the  war  influenced  by  a  love  for  fighting 
wi;:t.  hT>  father  greatly  disapproved. 

•     Tbt  boy  influenced  by  an  instinct  for  roving  enlisted  for  the 
m^-  ina:  ni>  father  greatly  disa]>proved. 
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(18)  Punctuate  the  following  correctly  and  refer  to  the 
rules  governing,  in  each  case,  the  punctuation : 

{a)    Why  this  is  all  wrong  no  one  can  clearly  explain. 

(d)    Why  this  is  all  wrong  he  remarked  speaking  softly  to  himself. 

(c)  Any  man  that  expects  all  of  his  fellow  men  to  be  honest  and  just 
will  be  uniformly  disappointed. 

{d)  Wise  in  thought  but  always  impulsive  and  foolish  in  action  he 
never  succeeded  in  his  dealings  with  men. 

{(f)  Herodotus  the  father  of  history  seems  to  have  been  a  very  cred- 
ulous old  gentleman  for  he  retails  in  all  seriousness  and  with  manifest 
belief  the  most  absurd  stories  and  the  merest  myths. 

(14)  Illustrate  by  sentences  properly  punctuated  each  of 
the  five  cases  under  rule  XIII,  Art  61. 

(15)  Punctuate  the  following  in  two  ways,  making  it  first 
an  apology,  and,  again,  a  serious  accusation: 

I  said  that  the  gentleman  was  guilty  of  falsehood  it  is  true  and  I  am 
very  sorry  for  it. 

(16)  Construct  a  sentence  exemplifying  rule  XV,  Art. 
63  :  also  a  sentence  exemplifying  rule  XV,  Art.  64. 

(17)  Punctuate  the  following  sentences  and  give  the  rules 
authorizing  your  punctuation: 

{a)  Mag;pllan  having  passed  through  the  strait  now  called  by  his 
name  continued  his  voyage  until  he  had  accomplished  what  at  that 
time  was  regarded  as  a  remarkable  feat  that  of  sailing  entirely  around 
the  world. 

(d)  Economy  is  no  disgrace  for  it  is  better  to  live  on  a  little  than  to 
outlive  a  great  deal. 

(c)  For  the  position  to  which  he  had  been  chosen  he  was  equipped 
in  the  following  important  particulars  he  was  in  every  respect  truthful 
he  was  absolutely  scrupulously  honest  he  was  possessed  of  a  fine  edu« 
cation  and  by  long  training  and  much  travel  he  had  perfected  a  fine 
strain  of  social  qualities. 

(18)  Insert  suitable  marks  of  punctuation  instead  of  the 
carets,  and  refer  to  the  rules  that  guide  you  in  doing  so: 

Even  under  the  most  favorable  circumstances  .he  that  is  carefully 
and  thoroughly  prepared  .is  often  likely  to  find  examinations  very 
formidable  .  for  .  in  every  question  *  there  is  an  element  of  surprise  and 
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suddenness  thatfrequently  unbalances  .and  often  pnralyies.  the  men- 
tal faculties. 

Tile  most  precious  of  all  possessions  is  power  overourselves.  power 
to  wilhstond  trial. to  bear  suffering, to  front  danger  .power  over 
pleasure  and  pain  .power  to  follow  our  convictions  .however  resisted 
by  menace  and  scorn  .power  of  calm  reliance  in  scenes  of  darkness 

(ISO  Construct  sentences  that  shall,  by  their  punctuation, 
illustrate  rule  XXI  and  rule  XXII,  Arts.  73  and  75. 

(20)     Punctuate  the  following  : 

la)  Macaulay  in  bis  celebrated  essay  on  Lord  Clive  says  Yet  the 
victories  of  Cortee  were  gained  over  savages  who  had  no  letters  wlio 
were  ignorant  of  the  use  of  metals  who  had  not  broten  in  a  single  ani- 
mal to  labor  who  wielded  no  better  weapons  than  those  which  could 
be  made  out  of  sticks  flints  and  fish-bones  who  regarded  a  horse- 
sotdier  as  a  monster  half  man  and  half  beast  who  took  a  harquebusier 
for  a  sorcerer  able  to  scatter  the  thunder  and  lightning  of  the  skies. 

[d)  We  find  In  the  midst  of  a  brilliant  description  by  Mocaulay  the 
following  striking  passage  A  succession  of  revolutions  a  disorgan- 
ized administration  the  natives  pillaged  yet  tie  Company  not 
enriched  every  fleet  bringing  back  fortunate  adventurers  who  were 
able  to  purchase  manors  ami  to  build  stately  dwellings  yet  bringing 
back  also  ahirming  accmnits  cif  the  financial  jirospects  of  the  govern- 


I 


I   the  fro 


iaffectio 


the    n 
cif   Vcrri 
iKiyod  those  who   wei 


^cmblin 


{'i\)  In  ficcordancc  with  Arts.  fiO  and  81,  write  and 
punctuate  a  licadinji  and  salutation  fur  a  letter;  that  is, 
cverythinjj  iis  far  as  the  "body,"  or  bt-jpnuing. 

(■,'■;)  Ciivc  tN.iniiilis  illustrating  five  different  uses  of  the 
dash  and  .say  what  rule  applies  to  each  case. 

(■;:'.)  Write  and  properly  ca])italizc  five  titles  of  bnoks, 
essays,  or  poems.  Let  each  title  consist  of  several  words,  as 
in  the  examples  given  in  Arts.    1.18  and   150. 

{-'4)  Copy  the  fnlliiwing,  inserting  appropriate  capitals, 
marks  of  pinictuatiou,  and  Italics: 
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(a)  Sir  Roger  L' Estrange  during  the  reigns  of  Charles  II  and 
James  VII  enjoyed  great  notoriety  as  an  occasional  political  writer  he 
is  known  also  as  a  translator  having  produced  versions  of  Esops  fables 
Senecas  morals  Ciceros  offices  Erasmus's  colloquies  Quevedos  visions 
and  the  works  of  Josephus. 

(d)  Horologe  hora  hour  legein  to  speak  is  from  two  Greek  words 
signifying  together  that  which  tells  the  hour  a  sun  dial  a  clock  a  time* 
piece. 

(c)  Abraham  Lincoln  the  great  emancipator  was  shot  at  Fords 
theater  Washington  D  C  Friday  night  April  14  1865. 

(25)  Quote  or  construct  sentences  containing  elements 
that  exemplify  the  following  punctuation: 


LETTER  WRITING. 
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(1)  Write  the  following  headings  in  proper  form  and 
position,  punctuate  them,  and  use  capitals  where  necessary: 

(a)  Lansing  Mich  July  10  1897 
(d)  '  W  va  wheeling  jan  23  1846 
{c)       Ohio  Columbus  Oct  3  1898  university  of  ohio 

(d)  312  E  green  st  Jan  6  1877  kan  Wichita 

(e)  center  co  Pa  Bellefonte  14  Aug  1896 
{/)    feb  6  1895  bancroft  house  tex  Austin 

(2)  (a)  State  the  use  of  the  postscript,  (d)  What  mes- 
sages should  never  be  included  in  a  postscript  ? 

(3)  State  the  two  uses  of  the  no/a  bene, 

(4)  Write  the  following  addresses  and  salutations  in  their 
proper  form,  and  punctuate  and  capitalize  correctly : 

{a)  Jermon  &  Brown  1134  Market  St  Phila  Pa  Gentle- 
men  Your  favor  of  the  15th  inst,  etc 

{b)  Seth  M  Alvord  esq  president  of  the  board  of  educa- 
tion San  diego  Cal  dear  sir  permit  me  to,  etc 

(c)  Mrs.  Ellen  E  Franklin  Logansport  Ind  Madam  I  beg 
to  ask  you,  etc 

(d)  Mr.  Alfred  Bingham  dear  sir  in  reply  to  yours  of 
recent  date 

(5)  What  rule  is  to  be  observed  regarding  the  use  of  the 

suffixes  dy  sty  th  with  the  day  of  the  month  in  the  date  of  a 

letter  ? 
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(0)  Stale  the  general  rules  governing  the  punctuation 
and  capitalization  of  the  heading,  introduction,  conclusion, 
and  superscription. 

(7)  Write  a  salutation  and  a  complimentary-  close  for  a 
letter  (a)  to  your  father;  (*)  to  an  intimate  friend ;  (f)  to 
one  with  whom  yon  are  acquainted  but  slightly  and  to 
whom  you  address  a  letter  of  inquiry;  (</)  to  a  business 
firm;  (c)  to  a  Member  of  Congress;  (/)  to  a  Doctor  of 
Divinity;  (^)  to  a  Governor  of  a  State;  (A)  to  a  Colonel  of 
an  anny. 

(8)  {a)  Name  the  essential  parts  of  a  letter.  (*)  What 
does  the  introduction  include  f    (c)  What  does  the  conclusion 

consist  of  ? 

(9)  -  (a)  What  is  the  proper  position  of  the  address? 
(i)  When  should  the  address  be  placed  at  the  end  of  the 

tetter  ? 

(10)  (a)  State  the  distinction  between  business  and  social 

letters.      (/>)  What  arc  ot=ficial  letters? 

(11)  In  writing  a  letter  applying  for  an  important  position, 
what  kind  and  quality  of  material  would  you  use  ?  Give 
specific  details  as  to  jKipcr,  envelope,  and  ink. 

(12)  Write  the  fctllowing  headings  and  introductions  in 
their  pnipcr  fcirm;   punctuate  and  capitalize  them  correctly: 

(,i)  Mnntgnmory  ida  i:i  Jan  18!H  Mr  J.  E.  Durstinc 
Pjiillipsliurg  center  co  ])a  my  dear  sir  your  welcome  letter 

(/>)  i:')l4  sliernirm  Ave  evanston  111  189il  June  111  prof 
E(I,-nn    A  ^.i>TL■n■/.  f-U'   Summit   ave   Toledo  Ohio   Sir  may  I 

(,-)  Hloomitigton  111  ai.ril  17  1 808 honorable  Wm  E  Mason 
U  S  Senator  wa>:hington  1)  C  sir  I  respectfully  submit  to  you 
the  following 

(i:i)     Write    the    following    conclusions   in    their    proper 
form;  ]>unctnate  and  capitalize  them  correctly: 
(rf)       Yours  truly  S  W  Ernst 
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{d)  Yours  very  respectfully  E  W  Robinson  &  Co  x^r 
MWH 

(c)  your  obedient  servant  O  E  Holland 

{d)  awaiting  an  early  answer  I  am  yours  very  truly  V  S 
Higgins 

(r)  Trusting  to  hear  from  you  again  we  remain  ver}^  truly 
yours  the  Saunders  Machine  co  John  W  Calkins  secretary. 

{/)  I  am  dear  sir  very  respectfully  your  obedient  servant 
Emil  Warden 

(14)  To  whom  do  the  following  titles  properly  belong  ? 
{a)  Honorable;  {d)  Excellency;  {c)  Esquire;  {d)  Professor; 
(e)  Lady. 

(16)  What  is  the  custom  in  regard  to  adding  scholastic 
degrees  to  one's  own  name  ? 

(16)  Write  the  following  conclusions,  which  include  the 
addresses,  in  proper  form : 

(a)  Your  loving  son  Albert  Orth  (To)  Mrs.  Elizabeth 
Orth  Princeton  N  J 

(d)  Sincerely  your  friend  Oliver  Northrup  (To)  Samuel 
Carpenter  Esq.  Memphis  Tenn. 

(c)  Your  obedient  servant  Cyrus  E  Gardner  (To)  Rnssell 
A  Alger  secretary  of  war  Washington  I)  C 

(17)  Describe  the  process  of  folding  {a)  a  letter  sheet; 
(d)  a  sheet  of  legal  cap;  {c)  a  note  sheet. 

(18)  What  distinction  maybe  made  in  the  use  of  the 
titles  Mr,  and  Es^.  ? 

(10)  (a)  State  briefly  the  abbreviations  that  may  properly 
be  made  in  letter  writing.  (/;)  What  kinds  of  abbreviation 
should  not  be  made  in  letter  writing  ? 

(20)  Write  the  following  superscriptions,  or  envelope 
addresses: 

((i)      Mr.  Orlando  Cushman  Clio  Genesee  co  Mich 
{b)      E.    H.    Morris    Esq   WWW    Powelton   Ave    Philadel- 
phia Pa 
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{r)      Mrs.  John  N  Wright  Hagerstown  Md  PO  box  73 
(</)      Prof  S  W  Roberts  Bangor  Me  General  Delivery 
(d)      Ellis  H  Frost  M  E  1407   Monadnock  building  Chi- 
cago 11!. 

(/)  A  R  Sadtler  Esq  care  of  Mr  E  N  Pratt  ll.S  Olive  St 
Syracuse  N  Y 

(^)      The  honorable  Wm  C  Maybury  M  C  Washington  D  C 

(21)  Give  six  of  the  leading  events  in  the  history  of  the 
United  States  postal  service,  with  dates. 

(22)  Arrange  the  parts  of  the  following  letter  in  their 
proper  positions,  and  punctuate; 

1822  Woodward  Ave  Detroit  Mich  May  7  18«4  Mr  EF 
Lindbury  167  Spruce  St  Akron  Ohio  My  dear  Sir  Please  do 

me  the  honor  to  consider I  am  Yonrs  very 

truly  Simon  Ford. 

(33)     Arrange  in  proper  position,  and  punctuate  the  parts 

of  the  following  letter: 

Office  of  the   Kingston  Ice  Making  Co  Limited  Kingston 

Jamaica  West  Indies  May  25  ISSfi  E  T  Sklnklc  Esq  The 
Consolidated  Tec  Machine  Co  Chicago  111  U  S  A  Duar  Kir 
your  favor  of  April  -^Hth  has  Ixicn  placed  before  my  directors 
and  I  .im  instructed  ******  Wishing  your  company 
ever)'  success  which  it  h;is  so  fully  merited  1  am  Yours  faith- 
fully Wm  A  Pairy  Scca'tary  and  Manager. 

(•,M)  {'i)  What  is  the  distinction  between  note  pajxir  and 
li-ticr  paper  ?     (/')  I'or  wJiat  purposes  are  each  used  ? 

(■-J.'O  {,r)  What  ])rec;uitioiis  should  be  observed  in  the 
si,L:ii;ii\ire  ..f  a  lelttT?  (/'}  State  briefly  the  chief  points  to  be 
observed  in  the  suiK-rscriplion,  or  envelope  address. 


LETTER  WRITING. 


(PART  2.) 


(1)  Write  a  letter  to  your  friend  Edward  S.  Bates,  Atlan- 
tic City,  N.  J.,  introducing  your  friend  John  A.  Atwood, 
who  intends  to  make  a  visit  to  the  resort 

(2)  Write  a  letter  of  condolence,  basing  it  on  some  actual 
event  in  your  recollection,  in  which  a  relative  or  near  friend 
has  suffered  a  bereavement. 

(3)  (a)  How  is:  continuity  secured  in  the  construction  of 
paragraphs  ?     {d)  What  regulates  the  length  of  a  paragraph  ? 

(4)  (a)  By  what  qualities  should  the  style  of  a  business 
letter  be  characterized  ?  {b)  Explain  fully  the  difference 
between  the  style  of  a  social  letter  and  that  of  a  business 
letter. 

(5)  Write  a  letter  and  address  an  envelope  to  John  Wiley 
and  Sons,  53  East  Tenth  St.,  New  York,  ordering  the  fol- 
lowing books:  6  Warren's  **  Projection  Drawing,  **  list  price 
151.50;  20  Dana's  **  Elementary  Mechanics,"  list  $1.50; 
8  MacCord's  **  Kinematics,"  list  $5.00;  24  Wood's  **  Trigo- 
nometry," list  $1.00.  Request  the  usual  discount  of  20  per 
cent 

(6)  (a)  Name  the  chief  characteristics  of  a  good  sentence. 
{d)  In  what  ways  may  a  sentence  be  made  obscure  or 
ambiguous  ? 
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(7)  Write  three  sentences  in  the  loose  fyrm  and  change 
them  to  the  periodic  form. 

(y)  Iq  general,  which  kind  of  isentence  is  most  suitable 
for  letter  writing — (a)  the  long  or  the  short  ?  (d)  the  loose  or 
the  periodic  ?     Give  reasons. 

(!l)  Write  a  letter  to  Mr.  D.  Atherton,  Secretary  or  the 
Board  of  Trade,  Scranton,  Pa.,  introducing  yuvr  frivnd 
James  W.  Orton,  who  is  about  to  visit  Scranton  for  the  pur- 
pose of  enlisting  capital  in  a  manufacturing,  enlcrprise. 
This  is  to  be  a  purely  business  letter, 

(U))  What  rules  must  one  observe  to  attain  purity  of 
diction  ? 

(11)  Correct  violations  of  purity  in  the  following  sen- 
tences: 

(a)  He  is  in  the  swim  with  the  rest  of  the  ^lite. 

(*)  The  audience  were  enthused  by  his  remarks. 

({■)  The  boy  fired  an  apple  at  him, 

(.;')  11,-is  any  pent  L,'"t  '^n  to  this  flim-fl;im  game  ? 

(,)  lie  is  VLTv  likely  to  get  r;ittlcd. 

(11')  Write  tlio  nponin,!;-  paragraph  of  a  letter  to  a  friend 
whcisc  letter  y.iu  h^ive  neglected  to  answer  promptly.  Make 
a  reference  tu  ymir  neglect  and  apologise  for  it.      Write  the 

heading:  and  intruductiun. 


(Ill)       In    the    fnll, 

iwing  sentences,  ]3oint  out    the   cause 

llhi-uilV     nr    obscL 

iriiv.    and    reconstruct    the  sentences 

lal  Ihev  ^h.LlI  l>e  c 

lean 

{.,)       lil.R-k  ladies' 

■  silk  waists,  *,-..nn  to*r,.jii. 

(/>)       \Vc  ..nlv  Ilea 

LHl  of  two  houses  for  rent. 

(0       Tlie  natives 

were  ueariy  dressed  alike. 

(,/)      He    llellK-d    ■ 

not  ordv  the  necdv   poor  but   also  ga 

Dcrally  to  tile  b..s| 

-itals  ami  other  charitable  institutions. 

(,■1       The  tanner 

told  ]u>  nci-hbor  that  his  cattle  were 

(/)      Wanted,  a  tutor  for  a  child,  of  religious  disposition. 
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(g)  **The  story  concludes  with  the  righting  of  a  cruel 
wrong,  the  just  destruction  of  its  author,  and  the  happiness 
of  those  who  have  temporarily  suffered  through  the  mach- 
inations of  the  wicked. " 

(14)  (a)  What  do  you  understand  by  precision  in  the  use 
of  words  ?  (d)  Write  three  sentences  containing  words  not 
used  in  their  exact  meaning  and  give  the  words  that  should 
be  used  instead. 

(15)  Write  a  letter  to  A.  S.  demons  &  Co.,  ChicagQ,  111., 
applying  for  a  position  as  salesman  or  bookkeeper.  State 
your  experience  and  give  references  as  to  character  and 
ability. 

(16)  Write  a  letter  applying  for  some  position  that  you 
feel  qualified  to  fill  and  that  you  would  like  to  obtain. 

(17)  (a)  What  do  you  understand  by  propriety  in  the  use 
of  words  ?  {d)  Give  three  examples  of  the  proper  and 
improper  use  of  words  not  given  in  Art.  ?• 

(18)  Write  a  letter  of  narrative,  basing  it  on  some  event 
in  your  own  experience,  as,  for  example,  a  holiday  visit  or 
an  excursion. 

(19)  Write  a  letter  acknowledging  an  order  for  goods. 
Use  fictitious  firm  namea 

(20)  Write  a  letter  of  description.  Choose  as  a  topic 
something  with  which  you  are  familiar. 

(21)  Write  a  letter  congratulating  a  friend  on  his  recov- 
ery from  serious  illness. 
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(1)  Write  a  letter  enclosing  a  Chicago  draft  for  $240.00, 
to  apply  on  your  account. 

(2)  Write  a  letter  to  Harper  &  Bros. ,  Franklin  Square, 
New  York,  enclosing  a  post-office  money  order  for  $4.00  in 
payment  for  one  year's  subscription  to  **  Harper's  Maga- 
zine." State  that  you  wish  the  subscription  to  begin  with  a 
certain  issue. 

(3)  Write  a  general  letter  of  recommendation  for  a  per- 
son that  has  been  in  your  employ  as  a  salesman,  a  book- 
keeper, or  in  some  clerical  situation. 

(4)  Write  to  the  publisher  of  some  periodical,  requesting 
a  change  of  address  in  the  paper  or  magazine  sent  you. 
Give  your  present  address. 

(5)  Write  a  letter  to  an  employe  that  has  been  neglecting 
his  duties  through  intemperance  and  dissipation.  Tell  him 
that  you  will  be  sorry  to  lose  him,  but  that  you  can  no  longer 
endure  his  remissness,  and  that  unless  he  reforms  his  mode 
of  life  you  will  be  compelled  to  discharge  him. 

(6)  Write  the  following  formal  notes:  (a)  An  invita- 
tion for  dinner,  (d)  An  acceptance  of  this  invitation. 
(c)  Requesting  permission  to  accompany  a  lady  to  the 
Academy  of  Music,  (d)  An  invitation  to  a  party,  (e)  A 
regret  for  (d)^  on  accotmt  of  sickness  in  the  family. 

§23 
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(7)  Write  a  letter  to  John  A.  Richmond,  calling  his 
allenlion  to  his  account,  which  is  past  due,  and  requesting 

payment. 

(8)  Write  a  leter  to  a  debtor  that  has  paid  no  attention  to 
repeated  requests  for  the  money  he  owes  you. 

(9)  Assume  that  you  have  opened  a  grocery  store  in  a 
strange  citj-.  Write  a  circular  letter  soliciting  the  custom  of 
those  in  your  vicinity.  Lay  stress  on  your  intention  to  deal 
fairly  and  please  customers.  Call  attention  to  the  excellence 
of  your  stock  and  your  low  prices. 

{Ill)  Write  a  letter  to  Johnson  &  Bevans,  St  Louis.  Mo., 
wholesale  dealers  and  jobbers  in  hardware,  introducing 
Mr  David  S.  Gearhart,  who  is  going  to  add  hardware  and 
implements  to  his  present  stock.  Refer  to  Mr.  Gcarhart's 
business  ability,  his  previous  success,  and  state  the  reasons 
for  your  confidence  in  him, 

(11)  Write  a  letter  to  some  relative  at  home  in  answer  to 
one  you  have  just  received. 

(I'.;)  Write  a  letter  accepting  an  invitation  from  a  friend 
to  spend  a  uionlh  in  W:ishington.  Refer  to  a  former  visit, 
and  say  wlien  you  will  arrive. 

(i:i)     Write  the  following  telegrams; 

(ii)  To  A.  B.  Sanford,  Peoria,  III.,  stating  that  you  have 
mir^scd  ciMinectioiis  at  Indianapolis,  and  will  arrive  in  IVoria 
un  tlie  l(l;'.>ll  train. 

{/')  To  v..  S.  Williams.  Wheeling.  W.  V;t.,  stating  that 
yi'U  will  accept  his  <.lTer  i.n  certain  conditions,  which  are  con- 
t;iined  in  a  lettcT  that  will  follow  the  message. 
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